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FOREWORD 


This manual is intended to assist you in the proper 
operation of your Vari-Typer. The first step of successful 
Vari-Typer operation is a knowledge of the fundamental 
machine functions. This is covered in the portion of the 
manual dealing with ‘Operation’. 


Type selection, layout, ruling, duplicating processes 
and other information helpful to Vari-Typer operators 
will be found in the manual. 


Changes in operating technique required for the new 
streamlined models are covered in the text and supplement. 


The finest materials and workmanship have gone into the 
construction of your Vari-Typer. The Ralph C. Coxhead 
Corporation, manufacturers of Vari-Typer Composing Machines, 
maintain branch offices in all principal cities of the 
United States and in many foreign countries where additional 
information may be secured. 


It ts our sincere wish that the work you produce on your 
Vari-Typer will conform to Vari-Typer’s high standard 
of quality. 
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INTRODUCTION 
What Vari-Typer Is And Does 


he Vari-Typer is an office machine 

on which master copies are com- 
posed for reproduction purposes. Its 
principle features are interchange- 
able type faces andspacings. It has 
a mechanism for typing with an even 
right hand margin and an electrical- 
ly controlled hammer which strikes 
with the same pressure nomatter how 
hard or lightly the letter keys are 
depressed. 


Anyone familiar with typewriter 
operation can easily learn to ope- 
rate the Vari-Typer, as it has the 
standard universal keyboard. This, 
however, is the only similarity be- 
tween Vari-Typer and the typewriter. 
The purposes for which the machine 
is used, the mechanical operations, 
and the work which is produced are 
for the most part, far removed from 
typewriter work. Typewriters from 
the first practical model invented 
in 1867 to the present day machines 
type with one face of type at one 
spacing. Vari-Typer has more than 
300 styles of type (instantly inter- 
changeable) including all foreign 
languages and special symbol types, 
in sizes from large 18 point to tiny 
5 or 6 point. It is equipped with 
from two to four horizontal spacings 
and five standard vertical spacings. 
Allthese features are employed to 
give Vari-typed copy a distinctive 
printed appearance. 


The primary use for Vari-Typer is 
the production of master copies which 
will be duplicated by the stencil 
method, photo offset, direct plate 
offset, blueprinting, gelatin and 
spirit duplicating and some other 


processes. The preparation of the 
master copy naturally depends upon 
the duplicating process to be used, 
but the basic mechanical operation 
of the Vari-Typer is the same for 
all kinds of master copies. 


VARI- TYPERIs many things to 
many different offices. Wenistis 
used in conjunction with offset 
equipment, Vari-Typer 1s a type 
setting medium comparable to /ino- 
type and monotype, but with the 
economical operating cost of a 
typewr/ ter. 


VAR/- TYPER, when used //n cor- 
Junction with stenci/, hectograph 
and other duplicating devices, /s 
a time and money saving med/um 
which saves material and /abor 
costs while giving inexpensive du- 
Plicating the appearance of 
printed copy. . 

VAR/- TYPER, when used 1n the 
engineering department or draft- 
ing room, becomes an electrical 
lettering machine which saves 
thousands of hours of laborious 
hand lettering. 


V4P/- TYPER, when used as a 
correspondence machine, imparts to 
/etters or manuscripts, theneaft- 
ness and distinction that only 
Vari-Typer copy can produce. 


The uses to which Vari-Typer can 
be applied are practically limitless. 


Manuscripts, bulletins, instruction 
books, catalogues, house organs and 
magazines, forms, financial state- 


ments, correspondence and lettering 
on tracings are only a few specific 
applications. Think of the material 
in your own office which is prepared 


for duplicating purposes. Almost any 
form of work from which copies must 
be made can be composed easily on 
Vari-Typer. 


In addition to the advantages of 
attractive appearance, uniformity, 
and variety, Vari-Typer saves time, 
money, materials, shipping and filing 
space and labor costs. Condensation 
(typing with small types at small 
spacings) thus reducing the number 
of master copies needed, is one sav- 
ings factor. This, inturn, uses less 
duplicating paper and cuts down the 
time necessary to ‘run-off’ the mas- 
ter copies. Using Vari-Typer as a 


typesetting medium to replace more 
expensive methods is another factor. 
There are numerous others which you 
will recognize as you become more 
familiar with each duplicating pro- 
cess and the mechanical operation of 
the machine. 


Vari-typing is creative work. A 
keen sense of judgment, balance, and 
proportion are helpful inall phases 
of master copy preparation: compos- 
ition, planning the layouts, and type 
selection. Most important of all is 
a thorough knowledge of yourmachine, 
what itwill do, and finally the abil- 
ity to operate it properly. 


PICTURE OF STREAMLINED MODEL IN SUPPLEMENT 


AUTOMATIC JUSTIFIER MODEL — FRONT VIEW 


|- TYPE CHANGE KEY 

2- HAMMER REPEAT KEY 

3- VARI-LINE GEAR BRACKET 
4Y- IMPRESSION CONTROL LEVER 


5- CARBON PAPER RIBBON HOLDER 


VARIABLE LINE SPACER RELEASE 

LINE FEED AND CARRIAGE RETURN LEVER 
PAPER TABLE INDICATOR SCALE 

STENCIL LIGHT 


COLUMN SELECTOR SCALE 


|l- FEED ROLL OPENER 

12- VARI-LINE ATTACKMENT 
13- PAPER BASKET 

14- FEED ROLLS 


[5- MARGINAL SCALE 


DIAL POINTER 

DIAL SCALE 

CARBON PAPER FEED 
ANVIL 


RETRACTABLE SHIELD FRAME 


AUTOMATIC JUSTIFIER MODEL — REAR VIEW 


I- UNIVERSAL ELECTRIC MOTOR 5- MOTOR BOX 9- PAPER GUIDES (LONG) 13- LINE FEED LEVER 
2- HAMMER REPEAT KEY TRIP 6- FEED ROLL KNOB 10- STENCIL LIGHT 14- TABULATOR RACK AND STOPS 
3- MOTOR CONNECTING SPRING 7- CARRIAGE RELEASE LEVER |1- PAPER GUIDES (SHORT) 15- CARRIAGE ESCAPEMENT RACK 


4Y- ESCAPEMENT 8- FEED ROLL OPENER }2- PAPER RACK 16- HORIZONTAL TRACK LOCK ARM 


OPERATION 


he handling of the machine varies 
so slightly from one application 
(use) to another that a thorough un- 
derstanding of the mechanical opera- 
tion will serve as a basis for any 
type of work you plan to do. It can 
be simplified so that only three ad- 
justments in the machine are neces- 
sary to change from one master copy 
to another: ribbon, impression, and 
type. The mechanical operation will 
remain the same whether you are typ- 
ing on a stencil, plate, or tracing. 
Vari-typing does involve a certain 
amount of detail; but do not think 
of each kind of master copy as a sep- 
arate problem. Once you have learned 
the mechanical operation, it 1S a 
simple matter to apply it to many 
kinds of work. Remember that you did 
not learn the details of typewriting 
by trying them once. Repeat every 
step and combination of steps until 
it becomes mechanical. 


Although there are many models of 
the Vari-Typer, the basic mechanical 
operation isthe same. There are sev- 
eral carriage lengths - 9 inch, 16 
inch, 20 inch, and 24 inch. The ma- 
chine which you have was selected 
on the basis of the kind of work for 
which your Vari-Typer will be used. 
There are attachments which will be 


ELECTRIC CURRENT 


The Vari-Typer is equipped with a 
Universal 110-volt motor, which will 
operate onAC or DC current. For 220 
volts, a220-volt motor must be used. 
Do not attempt to use the machine 
until you have plugged in the elec- 
trical connection. Test the connec- 
tion by turning on the shadow light. 
If this lights, the machine should 


ee 


described further on in this manual 
but none of these variations effect 
the basic mechanical operation. 


You will find that it 1s necessary 
to learn tooperate the machine step 
by step. This manual is prepared in 
such a way that you can follow the 
order of the steps page by page as 
it 1s written. It 1s usually neces- 
sary to understand each step quite 
thoroughly before you go on to the 
next. Do not try to type the partic- 
ular master copy you will be doing 
until you have practiced each opera- 
tion on paper, absorbed adequate in- 
formation on type selection, and read 
completely the instructions for typ- 
ing on the specific master copy. - 


The machine is so constructed that 
all partswill move freely and easily 
when properly operated. (Do not force 
any part). If you have any difficulty 
making a part function, check your 
procedure in this manual. If there 
is still no result, it is a job for 
the service man. Cleaning the machine 
and types is the responsibility of 
the operator, but any mechanical ad- 
justments or oiling are a function 
of service. The proper procedure for 
cleaning each part as well as oper- 
ating it will be carefully outlined 
in detail in the forthcoming pages. 


operate. (Be sure that the lamp is 
screwed into place). The motor should 
‘whir’ after every 19 strokes. 


SHADOW LIGHT 


The shadow light is used principally 
while Vari-typing on stencils to al- 
low the operator to see the work 
clearly as she types. The light is 
also useful for Vari-typing on paper. 


TYPE INSERTION 


Be sure the paper scale is up. 


1. DEPRESS THE TYPE CHANGE KEY. The 
anvil will rise. Pushthe type change 
key down with a forward thrust. It 
is made to catch when it is all the 
way down. 

2. HOLD TYPE BEIWEEN THE THUMB AND 
FOREFINGER (Fig. 1) with the ‘web’ 
out. The eyelet in the ‘web’ (Fig. 2) 
should be down. 

3. On each side of the anvil (Fig. 3) 
you will find a dot (A Fig. 3). The 
slot (B Fig. 3) in the anvil is made 
wider at these points (C Fig. 3) to 
permit insertion of the type. 

4. INSERT TYPE SOTHAT EYELET ENTERS 
SLOL AT THE WIDE POINT UNDER DOT. 
9. SLIDE THE TYPE PLATE TO THE LEFT 
UNTIL THECENTER LINE OF THE TYPE IS 
HXACTLY IN LINE WITH THE CENTER OF 
THE ANVIL. The center of the anvil 
is marked by a small nick (D Fig. 3) 
about three-eighths of an inch to the 
left of either red or black dot pre- 


viously referred to. The anvil slot 
running around the entire anvil 
(B Fig. 2) mst be kept clean at 
all times. A folded 3 x 5 card or a 
folded paper run through the slot 
will pick up any dirt that may be 
lodged there. 


Press down and back (donot pull) on 
the type change key, (Fig. 4) to 
release it. If the anvil does not 
drop into position, it may be that 
the type plate has shifted from 
center. Readjust the type in center 
(with the type change key locked) 
and again drop the anvil. 

*See supplement for Streamlined Model. 
Never use force. The type plate is 
well constructed but the web may 
bend or break if force is used. A 
type plate will not work if the web 
is damaged. 


Swing the type plate into position 
for typing. Raise the anvil by its 
knob, using the thumb and fore 
finger, and twist the anvil a half 
turn (etther to the left or right 


B - EYELIGHT 


Figure 2 


tn whichever dtrection tt will 
turn) until it will turn no further, 
then release it gently. The anvil 
will drop into position. The pin on 
the shuttle arm will enter the eye- 
let on the type, locking it into 
place. Two type plates may be placed 
in the anvil at one time. The type 
facing the feed rolls is the active 
type, 
Use every type according to the 
directions on the Type Chart on 
Page 46. The pressure exerted by 
the impression hammer should be 
set asthe chart indicates. The size 
of the letters determines the spac- 
ings to be used. Jse the chart each 
time you insert a tybve. 


The type change key must always be 
locked down for the types to be in- 
serted or removed 
from the anvil. 
However, 1t need 
not beused when 
reversing these 
two types already 
in the anvil. 


PAPER 
INSERTION 


At the right end 
of the carriage 
you will find the 
feed roll opener 


(Fig. 5), which, 


the other the reserve tybe. 


Figure 4 


when pressed back, separates the 
feed rolls. The feed rolls should 
always be left open when the machine 
is not 1n use. Press the lever back. 
The two paper feed rolls will spread 
sufficiently to permit insertion of 
the paper. 


Insert the paper between the feed 
rolls in the center of the carriage. 
Drop the paper to the bottom of the 
paper basket. Release paper feed 
roll opener. The rolls will close, 
holding the paper firmly. 


Roll the paper down into the car- 
riage by turning the feed roll knob. 
Align the paper by dropping the paper 
scale. Open feed rolls partially by 
exerting slight pressure with the 
right hand on the feed roll opener, 
while adjusting 
paper with left 
hand. After pa- 
per 1s properly 
aligned, move 
left and right 
paper guides i1n- 
to position. 


Some operators 
prefer first to 
roll the paper 
into a cylinder 
and insert the 
cylinder into 
the basket, leav- 


ing a few inches of paper to protrude 
up through the feed rolls. 


To type to the bottom of a card or 
sheet of paper, clip it to a longer 
sheet that can be held firmly in the 
feed rolls. 


SPLIT ROLLER 


When inserting a heavier paper, a 
stencil, or paper or metal plate, it 
1S sometimes necessary to use the 
split roller. This is a wooden pole 
about six inches longer than the 
carriage in which it is to beused. 
The roller is 
split into two 
halves and hing- 
ed. Aclamp then 
closes the stick 
and locks it. 
The ‘jaws’ of 
the stick are 
padded with rub- 
ber strips to 
insure the plate 
being held firm- 
ly while it is 
being rolled in- 
to the machine. 


Insert the plate 
in the end of the roller opposite 
the clamp, close the rollers, and 
fasten the clamp. Roll the plate firm- 
ly around the stick, holding it in 
place while inserting it into the 
basket. Leave a few inches of the 
plate unrolled to protrude up through 
the feed rolls. Close the feed rolls 
and align the plate. The split roll- 
er should not be opened to release 
the plate norremoved fromthe basket 
until the page is completed, The 
purposes of the split roller are to 
facilitate plate insertion and to 
prevent slippage when the feed rolls 
are turned. 


Figure 


The paper basket is made of a clear 
substance. This enables the operator 
to see the remainder of the sheet on 
which she is typing. 


HORIZONTAL SPACING 

*See supplement for Streamlined Model. 
The Pica typewriter (large size type, 
is built to type at 10 characters 
to the horizontal inch. The Elite 
typewriter (medium size type) types 
at 12 characters to the inch. The 
Vari-Typer is equipped to give you 
both of these spacings plus two ad- 
ditional ones, 14 and 16 characters 
to the inch. All models do not have 

eis all 4 spacings. 


These four spac- 
are provided to 
accommodate all 
sizes of type 
styles; that is 
the smaller the 
type, the less 
space each char- 
acter will oc 
cupy and there- 
fore, more char- 
acters may be 
typed in 1 inch, 
single type 
at two different 
spacings will present two different 
effects. An all-capital heading will 
usually require a wider spacing. 


Most machines are equipped with the 
four horizontal spacings, 10,12,14 
and 16. Some machines may have but 
two horizontal spacings, others may 
have three. This depends upon the 
model of the machine. On the right 
hand side of the machine, just above 
the keyboard, is a small lever in 
dicating plate (Fig. 6). The position 
of this lever determines the number 
of characters to the horizontal inch 
that the machine will write. 


By special order, a machine can be 
built to type at 18 characters per 
inch. As there are never more than 
four spacings on one machine, one of 
the standard spacings is omitted 
when the 18 spacing is required. (In 
this case the usual selection of 


spacings is 12,14,16,18). 


Typed with the lever set at: 


iD <= 12234567650 
12 - 1234567890 

14 - 1234567890 

16 - 1234567890 


To shift from one horizontal spacing 
to another spacing, simply move the 
horizontal spacing control lever to 
the right, and slide the lever for- 
ward or back- 

ward to the de- 

sired spacing 
notch and re- 

lease. Do not 

move this lever 

when carriage 

is banked a- 

gainst left mar- 

ginal stop or- 
when the auto- 

matic justifier pointer isnot at the 
extreme right of dial. If the hori- 
zontal control lever seems difficult 
to shift, hold the escapement bar up 
with the left hand and shift spacing 
with the right. 


Figure 6 


In order to line up copy with pre 
viously Vari-typed work, it may be 
necessary to lift the escapement 
bar. To do this, place the left hand 
at the left end of the carriage, with 
the feed roll knob in the palm of 
the hand. The escapement releases 
the carriage and it 1s necessary to 
brace 1t securely with your hand 
during this operation, The third and 
fourth fingers will easily reach 
down to grasp the escapement bar. 


BH: 


Raise the bar, free the carriage, 
lower the bar gently and the carriage 
will operate at the same spacing but 
at a different position. This is es 
pecially useful for centering and 
lining up corrections in previously 


typed copy. 


Check the carriage for ‘banking’ 
against the left margin stop. The 
carriage should have aslight amount 
of backward movement, or ‘play’. 
Should the carriage be ‘overbanked’ 
(too tight against the left carriage 
stop) turn the margin knob at left 
of the carriage to the right or left, 
to correct the condition. 


Consult the type chart on Page 46 
for the proper horizontal spacing 
for each type. Leave the horizontal 
space lever at 16 when the machine 
ts not in use. 


Horizontal spacing is sometimes re- 
ferred to as "characters per inch! 
or "letter spacing". 


VERTICAL SPACING 


In addition to the four horizontal 
spacings, the Vari-Typer is equipped 
with five standard vertical spacings. 
When the feed roll knob is turned 
slowly, you will hear and feel 
"clicks". Each of these "clicks" is 
equivalent to 1/18th of an inch. 
Thus, etghteen "clicks" equals one 
inch. 

clicks inch, 
clicks 
clicks 
clicks 
clicks 


equals 9 lines per 
equals 6 lines per inch. 
equals Uz lines per inch. 
equals 33/5 " per inch. 
equals 3 lines per inch. 


Qa £F Ww % 


In the back, at the left of thecar 
riage, thereis a small chrome plated 
knob that can be raised about an 
eighth of an inch. Lift this and 


This is typed at 9 lines to 
the vertical inch; there are 
2 clicks between lines. 


This is typed at 6 lines to 
the vertical inch; there are 
43 clicks between lines. 


This is typed at 441lines to 
the vertical inch; there are 


4 clicks between lines. 


This is typed at 33/5lines 
to the vertical inch; there 


are 5 clicks between lines. 


This is typed at 3 lines to 


the vertical inch; there are 


8 clicks between lines. 


Figure 7 


move 1t into the desired notch. The 
line space lever (Fig. 8.) will space 
the lines from nine to three per 
vertical inch depending upon the 
setting of this knob. 


Setting the vertical spacing knob 
in the first hole at the top will al- 
low the feed rolls to turn two 
clicks, or 9 lines to the inch: the 
second opening will allow 3 clicks, 
or 6 lines per inch, and so on. 


2 clicks - 9 ltnes 
, 3 clicks - 6 lines 
YU clicks - Us lines 
5 clicks - 3 3/5 ltnes 
6 clicks - 3 ltnes 


These spacings are provided to ac- 
commodate all sizes of type styles, 
and different effects can be obtained 
by varying them. Consult the type 
chart on Page 46 for the suggested 
spacing for each type. Vertical spac- 
ing is referred to in either of two 
ways: ‘line spacing’ or ‘lines per 
inch’. 


To move the paper vertically in the 
machine to any desired position, pull 


out the Ratchet Release Pin (Fig. 8) 
and turn the feed roll knob. 


VARI-LINE SPACER 


To obtain vertical spacings other 
than the five standard ones, there 
1s anattachment. called the Vari-line 
Spacer, (Fig. 9). 


Machines equipped with the Vari-line 
attachments have five extra gears. 
These will be found on a hook at 
the side of the machine. The gears 
are numbered. The numbers denote the. 


RIBBON KNOB 


Figure 8 

number of vertical lines per inch 
obtainable with each gear. The five 
standard Vari-line spacings are 12, 
10,8,7, and 6.6 (6 6/10). Thus if 
the 10 line gear is used, one click 
will equal 1/10th of an inch, or 10 
lines to the inch. Two clicks, will 
equal 5 lines to the inch. etc. 


INSTALLING THE VARI-LINE GEAR - The 
right hand feedroll knob is screwed 
into position. Grasp the left feed 


= 1a 


roll knobfirmly to hold the feed roll 
rigid. With the right hand unscrew 
the right feed roll knob by turning 
1t counter clockwise. Take the right 
feed roll knob completely off of the 
the shaft. Behind the shaft will be 
found a detent spring with a roller 
at its end. Asmall lever moves this 


Figure 9 


spring into position. Move this lev- 
er back. This will move the detent 
spring back from the shaft about % 
of an inch. Slide the selected gear 
on the shaft. Itwill fit smoothly on 
the roller. Replace right feed roll 
knob on shaft. Screw it firmly into 
position. The ball onthe end of the 
detent spring will rest between the 
teeth of the gear. Pull out the feed 
roll ratchet release pin. This dis- 
connects the standard gear. Leave 
the feed roll ratchet release pin 
outatall times while using the Vari- 
Line attachment. 


The feed roll knob will now operate 
the Vari-line gear. NOTH: The line 
space lever cannot be used for feed- 
ing the Vari-line gear. Only the feed 
roll knobs will operate the Vari-line 
Spacer. Io return to standard spac- 
ing, remove the Vari-line gear and 
push the ratchet release pin in. 


=e oe 


CONDENSATION 


The smaller spacings usedwith small 
types allowa great deal more material 
per square inch to be placed on a 
page, than wider spacings will allow. 
This is called condensation, andwill 
effect a marked saving 1n time and 
materials. The amount of condensa- 
tion can vary according to the spac- 
ings used. For instance: 


This country has come to 
a time when the phrase 
"all-out production" must 
mean what it says. We 
have reached the point set 
by our program-makers for 


Typewritten copy 
12 characters x 6 lines 
per inch equals 72 char- 
acters per square inch. 


This same copy can be Vari-typed 
using various combinations of spac- 
ings, a few of which are: 


This country has come to 
a time when the phrase "all— 
out production" must mean 
what it says. We have reach— 
ed that point 


program-makers for 


set by our 


14 characters x 6 lines 
per inch equals 84 char- 
acters per square inch. 


This country has come to 
a time when the phrase "qll- 
out production” must mean 
what it says. We have reach- 
ed that point set up by our 
program-makers for 


16 characters x 9 lines 
per inch equals 144 char- 
acters per square inch. 


In both illustrations the result is 
a great saving in space. This would 
reduce the number of master copies 
(stencils, plates, etc.) necessary 
to complete the job, and in turn, 
less paper, time, and supplies would 
be needed for the ‘run-off’. The 
amount of condensation used depends 
upon the duplicating process used, 
the desired finished effect and the 
types selected. Maximum condensation 
(9 lines and 16 characters per inch) 
is not always the most desirable. 


IMPRESSION CONTROL 


*See supplement for Streamlined Model. 


Impression is the strength with which 
the electric hammer strikes against 
the type plate. This hammer blow is 
controlled and can be set at the de 
sired impression. Towards the left 
of the machine is a lever (Fig. 10) 
that can be set at one (light), two 
(medium), or three (heavy), impres- 
sion. The setting of the impression 
hammer is de- 
pendent upon the 
size and bold- 
ness of the type 
and the material 
being typed on. 
For instance, 
a verysmall and 
sharp type may 
need ¥2 impres- 
sion, whereas a 
larger, bolder 
type will need 
¥3 impression. 
#2 impression may be sufficient for 
a specific type on paper but #3 may 
be necessary for that same type on 
a stencil. 


Figure 10 


Consult the chart on Page 46 for the 
proper impression for each type. Some 
variations from the chart may be 
necessary due to ribbon inking as 
well as machine impression. The op 
erator should exercise judgment in 
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selecting the proper impression for 
the work at hand. 


NOTE: Keep the impression control 
Lever at "one" when the machine is 
not 1n use. 


In addition to controlling the 
strength of impression, the machine 
also controls the uniformity of the 
impressions. That is, the construc- 
tion of the Vari-Typer assures the 
maintenance of uniform pressure on 
every character regardless of varia- 
tions in operator’s touch. 


BOLD FACE REPEAT KEY 


y styles of type can be used for 
headings and subheadings. The Repeat 


key repeats the hammer blow on any 
letter to give the bold- face effect. 
The key is located on the left side 
of the machine just beyond the Type 


(Fig. 1] - marked rep). 
To operate the 
Repeat Key, de- 
press the letter 
to be printed 
and hold it down 
while youstrtike 
the Repeat Key. 
The carriage will 
not move until 
the letter key 
is released after 
repeating. Strike 
the Repeat Key 
as many strokes 
as indicated on the Type Chart. A 
fresh piece of carbon ribbon is fed 
into position with each stroke of 
the Repeat Key. 


Change key 


Figure 11 


You will find the Repeat Key especial- 
ly necessary for headings on sten- 
cils. Large, bold types which are 
effective for headings will not be 
sharp and clear without the use 
of the Repeat Key. Do not choose 


a type for body copy work that de 
mands the use of the Repeat Key on 
every letter. The Repeat Key 1s used 
primarily for typing in all capital 
letters, whereas that same type may 
not need the Repeat Key for the small 
letters. This applies to all master 
copies. 


SUMMARY 


With each change of type font, the 
chart should be consulted for the 
most suitable: 


Horizontal spacing 
Vertical spacing 
Impression 

. Number of repeat strokes 
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Variations in the number of repeat 
strokes indicated on the chart may 
be necessary due to ribbon inking 
and machine impression. 


When the machine is not in use: 


1. Leave the feedrolls open. 

Do not leaveastenctl or plate 
tn the machine overnight or for 
any Longer period. 

Set space shift lever at 16. 
Set impression lever at l. 
Remove types and allow anvil 
to drop back into place. 

5. Place cover over machine. 
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RIBBON SHIELDS 


Never use the Vari-Typer without a 
ribbon shield (Fig. 12), even when 
no ribbon is used, as in stencil typ 
ing. Various ribbons require special 
shields. The Ribbon and Shield Chart 
(Page 16) indicates the proper shield 
to use. All shields must be pushed 
down to the bottom of the shield 
frame. 


There is a small hook to the right 
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of the anvil which holds the shield 
frame down. Move this hook to the 
right and lift the frame only a few 
inches (Fig. 13). To insert or re- 
move a shield, gently squeeze the 
prongs of the frame together while 
sliding the shield on or off. Try 
to exert the same amount of pressure 
on both prongs of the frame. Do not 
push or pull against one side only 
as this may bend the frame and throw 
the ribbon shield off center. Be very 
sure that the smooth side of the 
shield is to- 
wards the car- 
riage, that the 
ribbon guides 
are towards the 
front of the 
machine, — and 
that the point- 
er on the edge 
of the shield 
1S pointed up- 
wards. This will 
be used as a 
guide to indi- 
cate where the 
next character 
will be typed. 
If the shield 
or frame has 
not been bent, 
the point on 
the shield 
should rest on 
the exact cen- 
ter of achar- 
acter. This may betested by striking 
the letter ‘1’. The pointer, if the 
frame has not been bent, should show 
the following relationship: 


6~AS~188 


6~AS~ 187 


6-AS- 166-8 


6-AS- 144 


Figure 12 


It is advisable to test this align- 
ment occasionally as you will find 
constant use for it for inserting 


corrections, fill- 
ing in forms, head 
ings and many other 
applications where 
absolute accuracy 
1S necessary. 


When the shield is 
inserted and a key 
is depressed, the 
rectangular hammer 
face shouldmeet or 
come through the 
rectangular window 
in the shield. If 
the shield is not pushed all the 
way down, (Fig. 14- arrows indicate 
correct posttton of shield on frame) 
the hammer blow is striking on the 
edge, and may cause smudge on your 
copy, ribbon breakage, or excessive 
wear on the shield itself. 


Figure 13 


~ | Fo install the car 
| bon paper ribbon, 
follow the proce 
dure given before, 
except that carbon 
ribbon is threaded 
through the _ flat 
tube of its shield 
before it 1s in- 
serted on the frame. 
| Be sure the carbon 
side of the ribbon 
1s toward the pap- 
er and the loops 
of the shield are 
away from the paper, thus leaving 
the smooth side of the ribbon shield 
against the paper. To insure plac 
ing the ribbon in the shield cor- 
rectly, hold the shieldin the right 
hand while threading, in the same 
position as it will be on the frame. 


*See supplement for ribbon insertion on Streamlined Model. 


Figure 14 


To insert fabric ribbon, unscrew the 
ribbon feed knobs and install the 
two reels in the ribbon cups with 
ribbon emerging toward the carriage. 


The ribbon should feed clockwise. 


Slip the ribbon down into the longer 
wire guides of the shield and then 
under the short retainer wires. 


Figure 15 


Lower the frame, shield and ribbon 
into position for typing and smooth 
the ribbon into the guides. 
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Figure 16 


The carbon paper ribbon mechanism is 
a round flat disk on which are mounted 
two small gears (Fig. 17). This disk 
fits into the cloth ribbon well on 
the right side of the machine and 
is foruse only with the carbon paper 
ribbon. Remove the cloth ribbon 
spool and place the carbon paper 
ribbon mechanism in the wel!. Be 
sure that the disk is as far down 
into the well as it will go. There 
is a small square projection on the 
side of the disk that must fit into 
an opening cut out of the side of 
the ribbon well. Strike the space 
bar until the mechanism drops into 
position. The gears should rotate 
as you type. Screw the nut down to 
hold themechanism securely in place. 


After the ribbon 
has been thread- 
ed through the 
shield and the 
shield has been 
placed on _ the 
frame, drop the 
frame to its nor- 
mal position, in- | 
sert the ribbon 
between the two 
gears on the car 
bon paper ribbon 
mechanism by 
pushing the smal- § 
ler gear (the 
idler) backe- 
nough to allow the ribbon to be in- 
serted (Fig. 18). When the ribbon 
1s in place, the idler should over- 
lap the larger gear just enough to 
hold the ribbon firmly. It is this 
mechanism that feeds the ribbon by 
pulling it through the shield. 


Each time a key is depressed, the 
carbon paper ribbon mechanism feeds 
through a fresh piece of carbon 
paper ribbon sothat every character 
typed has exactly the same amount 
of carbon deposit. The carbon paper 
ribbon is used only once. Tear off 
and throw away the used ribbon fre- 
quently. Do not allow it to collect 
under the mach- — 
ine, as it may 
get caught in the 
mechanism. (Avoid 
placing any other 
articles under 
the machine for 
this same reason.) § 


After the carbon 
paper ribbon has 
been properly 
threaded through 
the shield and 
mechanism, test 
the ribbon feed 


Figure 17 


Figure 18 


by typing sever- 
al words or spa- 
cing with the 
space bar. 


On the left side 
of the machine, 
almost directly 
|under the car - 
riage, 1s achro- 
mium plated knob 
(Fig. 19) that can 
| be used to turn 
Mi the ribbon reels 
ft manually. This 
knobcontrols the 
direction in which 
the ribbon will feed. Carbon paper 
ribbon can only feed in one direc 
tion (left to right) to function 
properly. However, fabric ribbon 
feeds in either direction, conse- 
quently this knob need not be so 
carefully checked. In using carbon 
paper ribbon, pull out this knob. 
The ribbon will not feed unless 
this knob isin the correct position. 


Clean the carbon ribbon drive mech - 
anism with alcohol occasionally to 
keep gears free of carbon. Clean 
right hand well frequently to re- 
move any particles of carbon that 
will collect. (Beespecially careful 
not to allow any 
of this carbon to 
to fall into the 
machine. Brush 
carbon owt wtth 
fa soft cloth on- 
to a piece of 
paper. Leave the 
carbon rtbbon 
s drive mechanism 
in the well, un- 
Less fabric rib 
bon is being used. 
Fasten the carbon 
ribbon mechanism 
in the well. 


Ib 


ribbon, 


RIBBON AND SHIELD CHART 


The following information regarding ribbons is given you as a guide. The paper usec 
plays an important part in determining the results which will be obtained from the use of any 


The recommended uses are based on average experience. All the ribbons |isted herewi th 


are stock items. In ordering, order by number. The only ribbons to which no number has been 
assigned are the Black Record and the Stencil ribbon. 


RIBBON NO. DESCRIPTION 
AND PRICE 
1200 CARBON PAPER RIBBON 
$2.25 EACH 
$25 DOZEN 
2252 CARBON PAPER RIBBON 


3000 


9315 


1215 


1625 


1300 


$2.25 EACH 
$25 DOZEN 


CARBON PAPER RIBBON 
$4.50 EACH 


$50 DOZEN 


CARBON PAPER RIBBON 


$2.25 EACH 
$25 DOZEN 


SHIELD 


6AS- 187 


6AS- 187 


6AS- 187 


6AS - 187 


SPIRIT CARBON RIBBON. LONG RUN 


$1.75 EACH 
$20 DOZEN 


GELATIN CARBON RIBBON  6AS-187 


$3.75 EACH 
$40 DOZEN 


RED CARBON PAPER RIBBON 6AS- 127 


$3.25 EACH 
$37.50 Doz. 


STENCIL PAPER RIBBON NOT CARBON! ZED 6AS.- 187 


Ri BBON 


BLACK 


RECORD 


303 


304 


305 


440 


450 


$1.00 EACH 
$12 DOZEN 


COTTON RIBBON 


$1.00 EACH 
$8 DOZEN 


COTTON RIBBON 
$1.00 EACH 
$11 DOZEN 


COTTON RIBBON 
$1.00 EACH 
$11 DOZEN 


COTTON RIBBON 
$1.00 EACH 
$11 DOZEN 


6AS-127 


6AS- 166A 


6AS- 127 


6AS- 127 


HIGH COUNT COTTON RIBBON 6aS-127 


$1.75 EACH 
$20 DOZEN - 


HIGH COUNT COTTON RIBBON GAS. 166A 


$1.50 EACH 
$18 DOZEN 
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RECOMMENDED USE 


PHOTO-OFFSET MASTERS, LITHOMATS, METAL 
PLATES. BEST ALL AROUND RIBBON FOR VARI- 
TYPER USE. 


SOFTER THAN THE #1200. WILL GIVE DARKER 
COPY BUT SMUDGES MORE READILY. DOES A FINE 
JOB ON CERTAIN TYPES OF VELLUM PAPER, 


CONTAINS 3000 FEET OF HARD, SHARP, CARBON 
RIBBON. RECOMMENDED FOR PHOTO-OFFSET RE 
PRODUCTION. USED WHERE FINE QUALITY WORK 
1S DESIRED. MUST BE CAREFULLY HANDLED AS‘ 
1T 1S FRAGILE AND SUBJECT TO BREAKAGE. 


DEVELOPED FOR TYPING ON A THIN VELLUM 
SHEET. ERASES EASILY WITH ORDINARY RUBBER 
ERASER. 


FOR USE WITH A MACHINE WITH DITTO ATTACH- 
MENT WHERE RUNS OF 75 OR MORE COPIES ARE 
DESIRED. 


FOR USE WITH GELATIN DUPLICATOR WHERE HARD 
SHARP IMPRESSION IS DESIRED. WILL PRODUCE 
CLEANER COPY THAN FABRIC RIBBONS. 


A RIBBON COMPARABLE TO THE #1200 IN QUALIT) 
MADE IN RED FOR CREDIT FIGURES AND OTHER 
WORK WHERE RED COLOR IS DESIRABLE. 


USED TO PREVENT STENCIL WAX FROM ACCUM. 
ULATING ON TYPES. RECOMMENDED WHERE SMALL 
TYPES ARE USED ON PRODUCTION WORK. 


FOR ORDINARY VARI-TYPING. OBTAINABLE IN 
VARIOUS INKINGS RANGING FROM 36 LIGHT TO 
40 HEAVY. 


FOR GELATIN DUPLICATOR WORK. Witt GIVE 
REASONABLE LONG RUNS. LESS SHARP THAN CAR- 
BON RIBBON BUT GIVES GOOD RESULTS. 


FOR TRACING CLOTH. PRODUCES FAIR RESULTS 
BUT 1S NOT AS EASY TO ERASE NOR WILL IT 
GIVE AS GOOD RESULTS AS THE #440 AND #44, 


FOR VARI-TYPING ON DUPLIMATS. AN INEXPEN. 
SIVE RIBBON THAT GIVES CONSISTENT GOOD 
RESULTS. 


BETTER QUALITY THAN THE #304 RIBBON. ERASES 
REASONABLY WELL ON TRACING CLOTH AND WILL 
GIVE MORE UNIFORM RESULTS THAN THE #304, 
GOOD ON VELLUM PAPER, WILL NOT ERASE. 


A GOOD QUALITY RIBBON FOR DUPLIMAT WORK. 
WILL GIVE SHARPER RESULTS THAN THE #305 
RIBBON. 


Vari-Typer ribbons are made for typ- 
ing master copies to be reproduced. 
Refer tothe Ribbon and Shield Chart 
on Page 16 for the recommended rib- 
bon for each kind of master copy. 
Avoid touching any part of the Vari- 
typed copy asit may smudge or smear. 
Always handle your copy fgrt=— 

by the margins and keep 
it covered with a clean 
sheet of paper at all 
times. This applies par- 
ticularly tophoto-offset 
work and paper plates. 


Figure 19 


For typing work that is not for re- 
production (correspondence, etc.) 
a medium inked fabric ribbon may be 
used. 


RETRACTIBLE SHIELD 


The normal operation of the ribbon 
shield frame is to rotate or move 
towards the paper when a letter key 
is released. This movement is called 
the retractible shield mechanism, 
and is standard equipment on all 
Vari-Typer machines. However, there 
are still some machines in the field 
with a fixed, or non-retractible 
shield. fhe retractible shield is 
sometimes called the metal plate 
mechanism. 


To the right of the ribbon shieid 
frame is a lever used to lift the 
frame and lock it to prevent its 
moving, if so desired. When typing 
on tracings or paper plates, it is 
sometimes helpful to lock the shield 
with this lever to prevent smudging 
or ‘fuzzy’ characters. On heavy 
plates or paper, there may be a ten- 
dency for the moving shield to touch 
the typed characters. 


SUMMARY 


An easy way to thread carbon paper 


RIBBON KNOB | 


ribbon through the shield isto fold 
it diagonally to form a point. 


Always check the Ribbon Knob at the 
lower left side of the machine (Fig. 
19) to see that it is pulled out, 
when using carbon paper ribbon. This 

£ aknob reverses automati- 
ically when you are using 
i fabric ribbon and need 
8 not be checked. 


“@egea If ribbon breakage oc- 
Me curs frequently, always 
check the following: 

1.. The ribbon knob - pull out. 

2. The knob on the top of thecar 
bon paper ribbon disc - loosen. 

3. Ribbon shield - check ribbon in- 
sertion, or replace shield if tt 
is bent or worn. 

4. Carbon ribbon drive mechanism, be 
sure theidler overlaps the large 
gear. Check to see that the en- 
tire mechanism is as far down tn- 
to the well as it wtll go. 


A small, round piece of smooth paper 
placed under the ribbon may help to 
ease the rotation of the spool of the 
paper ribbon - especially when the 
ribbon spool is new and completely 
fills the cup. 


TYPING 


There is an essential difference in 
the touch of the Vari-Typer Composing 
machine as compared with an ordinary 
typewriter . The first part of the 
down-stroke of the key swings the 
type plate into position to print 
the letter depressed; the second 
part of the down-stroke releases the 
impression hammer. It is essential 
in Vari-typing, that the operator 
‘bottom’ each key stroke. Ifa smooth 
rhythmic ‘ follow-through’ key stroke 
is used the operator will soon pick 
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Figure 20 


up speed equivalent to that of a 
typewriter. 


The motionof the key strokes 1s not 
so much a ‘strike’ as it 1s a 'pres- 
sure’. It will help you in leaming 
the touch to hold your hands closer 
to the keyboard than you have been 
accustomed to doing when typewriting. 
Then your stroke will start fromthe 
level of the key instead of above 
it and will utilize the entire 
strength of the pressure to ‘bottom’ 
the key. The touch of the Vari-Typer 
keyboard is not a‘hard’ touch. When 
you have mastered it, you will find 
it smooth and rhythmical. 


KEYBOARD 


In giving the following typ- 
ing instructions it is assum 
ed that the prospective op 
erator is familiar with the 
arrangement of the standard 
keyboard. The letter arrange 
ment of the Vari-Typer key- 
board is the same as a stan- 
dard typewriter. However, the 
Vari-Typer has only 3 rows 
of keys, the fourth row of 
the standard keyboard having 
been eliminated by combining 
the numerals with the first 
row of characters. The figures 


Figure 21 


are typed by using either of the 
figure shift keys at the end of the 
lower two rows. The capital shift 
keys are located just below the 
figure shift keysin the standard key- 
board locations. 


There is a shift key lock (Fig. 21) 
on the left end of the keyboard. To 
lock either key down, depress the 
key and shift the vertical lever or 
lock between them to the left or 
right, to hold the desired key down. 
Be sure to move the lock lever 
directly to left or right. Do not 
attempt to pull it down towards the 
figure or capital key as this may 
bend the lock and cause it to loosen. 


Nearly all type faces have 3 
rows of characters and when 
the anvil is in normal posi- 
tion, the hammer will strike 
the top row on the font, or 
the small size letters (called 
lower case). The second row 
of characters on the font are 
called the capitals (upper 
@ case). When the capital key 
is depressed it brings up the 
the anvil so that the hammer 
may strike this middle row. 
When the figure key is depres- 
sed it elevates the anvil still 
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farther sothat the hammer may strike 
the last row of characters, the fig 
ures and numerals. 


To familiarize yourself with this 
operation, study your type plate and 
watch the position of the anvil as 
you strike small characters, capitals, 
and figures. 


| ALIGNMENT BAR isis nee 


CAPITALS AND FIGURES 

*See supplement for Streamlined Model. 
The Capital and Figure shift keys 
are a part of the standard keyboard 
arrangement. They are located at the 
ends of the lower two rows, marked 
CAP and FIG.(Fig. 20). To lock either 
key down, depress the key and shift 
the vertical lever or lock (Fig. 21) 
between them to the left or right. 
Do not pull down on the shift lock. 
Move it to dtrect right or left. 


ALIGNMENT GUIDES 


At each side of the anvil in contact 
with the paper is a bar that shows 
the typing alignment. The letters 
rest upon the line designated by this 
guide. The center of the letter to 
be printed is shown by the pointer 
on the ribbon shield as well as the 
nick in the anvil. 


RIBBON SHIELD POINTER , 


Figure 22 


To locate the position where the let- 
ter will print, partially depress 
the space bar (taking care not to 
‘bottom’ the bar which would move the 
carriage). Thepointer of the ribbon 
shield will indicate the position 
the proposed letter will now occupy. 
Standard machines (9-inch, 16-inch, 
and 20-inch models) have a writing 


ALIGNMENT BAR . 


line .9 of an inch less than the 
carriage length. It 1s advisable to 
test thealignment of the line guides 
and pointer on the ribbon shield. 
Test ribbon shield pointer by typing 
‘1111’ and note the relationship of 
the pointer to the ‘i’ (Page 13) - 
test alignment bar by typing ‘xxx’ 
and note relationship of alignment 
bar to typed line. Be sure to hold 
or press paper against alignment bar 
to insure absolute accuracy. The 
space between the paper and the 
alignment bar will vary and alignment 
will not be accurate if the paper 
is not held firmly against the bar. 
Do not try to locate the desired 
writing line with the edge of the 
ribbon shield. 


These guides will be used constant- 
ly in filling in corrections, forms, 
etc. When an erasure has been made, 
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always follow these two alignment 
guides in returning your paper to 
the typing line. The paper scalemay 
also be used for alignment when the 
paper is first inserted into the feed 
rolls. Always leave the paper scale 
up while typing. 


ERASING PLATE 


Just above the feed rolls is a black 
curved plate. Raise thecopy by turn- 
ing the feed roll knob (do not open 
feed rolls and loosen the paper) 
press the paper rack back and make 
erasures against this plate. After 
erasing, turn feed roll knob until 
paper isback on the desired writing 
line. Check the alignment of the 
writing line with the alignment bar 
(holding paper against bar), 


MARGINAL RELEASE 


The marginal release key is located 
at the left of the carriage just in 
back of the repeat and type change 
keys. There 1s no marginal release 
key on the automatic justifier model 
machine. 


MARGINAL STOPS 


The marginal stops are located on a 
scale at the lower part of the car- 
riage. This scale is coordinated 
with the paper alignment guide so 
that the marginal stops may be set 


by determining the desired lo-[- aaa 


cations onthe paper guide. On 
the automatic justifier model 
the right hand marginal stop 
is removable. 


When this removable stop is f@ 
on the machine, be sure that 
it ts firmly attached and not 
Left partially open. It must 
fit snugly into the teeth of 
the marginal scale. 


Figure 23 


TABULATOR STOPS 


The tabulator stops are located at 
the rear of the carriage on a scale 
that corresponds with the paper 
scale and the marginal stop scales. 
The stops are moved by pulling them 
out and inserting them between the 
ridges or teeth on the scale. Insert 
the tabulator stop with the open end 
down, the desired number centered 
between the two prongs. 


All three scales, paper, marginal, 
and tabulator, are marked off in 
inches, which in turn are divided 
into tenths. Keep this in mind when 
you are locating any point on the 
scale in fractions of an inch. The 
scale 1s marked in tenths to corre- 
spond with the widest spacing. 


SUMMARY 


1. Be sure you ‘bottom’ each key 
stroke. Press instead of strike. 

2. Leave theCap and Fig lock off when 
the machine is not in use. 

3. Test the alignment of your ma- 
chine; ribbon shield pointer for 
the horizontal andalignment bars 
for vertical. 


USES OF THE HALF-BACK SPACER 


The half-back spacer (Fig. 23) moves 
the carriage a half space to the 
right when it is depressed. It does 
rynot lock the carriage in that 
J position. To type a letter or 
word, a half space nearer the 
left, the half-space key must 
be held down while each letter 
is struck. When the hal f-back 
spacer is released the car 
riage retums to its normal 
§ position. The following steps 
}will describe manual justift 
! cation by use of the hal f-back 
space key. 
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Manual 


Justification means an even right 
hand margin, similar to newspaper 
columns. To justify the right hand 
margin, 1t 1s necessary to type the 
body copy desired accurately to 
within a few letters short or over 
the right hand margin limit. Assume 
a column is to be composed three 
inches wide at 12 letters per hori- 
zontal inch. Instead of using a scale 
or a ruler, use the machine for 
measuring by typing at the beginning 
of the colum 1-9, space, 1-9space, 
(or 9x’s, space, 9x’s space) until 

36 letter spaces at 12 per inch 
have been composed (Illustration). 
This is your 


guide line, and 423456789 423456789 423456789 423456 
Or each letter in 


denotes the ex- 


act width of XXXXXXXXX XXXXXXXXX XXXXXXXXKX XXXXXX 


the column. Now 
type text copy 


To be sure the printing press isx 


Justification 


Use the following practice exercise: 
At 12 spacing, type: 


the men are - (11 characters) 
the man is’ - (10 characters) 


To justify these two phrases, we must 
elther condense the first line one 
Space or expand the second line one 
space. 


CONDENSING 


In order to condense one space in 
the longer phrase, we will hal f-back 
space the word 
‘men’, placing 


the word ahalf 
space to the 


left. This will 


starting left |nOw several hundred years old and all |fremove half a 


hand margin un- 
der first num 


eral one (])|second half-century. But, 


in the guide 
line. Fnd each 


line as close |press which it really is in a broadx 


to the end of 
the guide line as possible. As a 
general rule do not exceed or fall 
short of the guide line by more than 
one character for each inch of col- 
umn width; 1.e., - 1n a three inch 
column do not type more than three 
characters short or beyond guide 
line. When short of the guide line 
complete the line with x’s. Foreach 
one character the line is short, one 
space must be added to spread the 
line to the desired column width. 
For each one character beyond the 
guide line, one space must be con- 
densed, i.e., if there are two x’s 
indicating two characters short, 
there must be two spaces (two words) 
spread with the half-back spacer. 


typewriters have now entered on their 


the typewriter as an imitator of the 


space on both 
sides of ‘men’ 
thinking of Jand one space 
will have been 
condensed. One 
Space 1s saved 
for each word. 
Type ‘t-h-e’ and strike the space 
bar once as in normal operation. 


1. Depress half-back space key and 
strike letter "M”, 

2. Release half-back spacer and 
strike space bar. 

3. Depress half-back space key and 
strike letter "8". 

4. Release half-back spacer and 
strike space bar. 

5. Depress half-back space key and 
strike letter "¥". 

6. Release half-back spacer and 
strike space bar.. 

7. Now type "are". 


Now type "the man is" beneath the 


Os 


phrase. Both lines end in the same and one half spaces on each side of it. 
place. That is because in the first 


line there is only half a space on the men are 
each side of "m-e-n", the man is 
the men are Mark the rough copy you have typed 
the man is under the 36 character guide line in 
the following manner: 
EXPANDING 
1. Encircle a word C__> toindicate 
To expand a word, we will add half condensing and check mark +e to 
space on either side of the word. indicate the word that is to be 
Write "the men are" directly be- spread. 
neath "t-h-e"” and strike the space 2. Never select the first or last 
bar twice. word in a line for justification. 
(This would defeat the purpose 
1. Depress half-back space key and of justification which is to make 
strike letter "My", the first and last letters of 
2. Release half-back spacer and each line fall directly below the 
strike space bar. first and last letters of the 
3. Depress half-back spacer and line preceding.) 
strike letter "4". 3. Never justify two consecutive 
4. Release half-back spacer and words. (Ihe length of the word 
strike space bar. has no effect on justification. 
9. Depress half-back spacer and A single letter word gives the 
strike letter "NV". same results as a long word. It 


XXXXXXXXX XXXXXXXXX XXXXXXX 


ROUGH COPY FINAL COPY 


To Ge) sure printing press To besure theprinting press 


is flow several hundred year s is now several hundred years 
Old andall typewriters have 


old and (all) typewriters have wjow entered on their second 


now entered on their second half-century. But, thinking 
of the typewriter as an imi- 


half-century. But, thinking 


tator of the press which it 
of the typewriter as(an)imi really is in a broad sense 


tator of the press which it it seems remarkable that it 


really is in a broad sensex 


6. Release half-back spacer and is the spaces oneach side of the 
strike the space bar twice. word that are changed, not the 

7. Now type "i-s", spacing within the word.) 
4. Space only once after periods. 
The twophrases are even on the right (This will eliminate superfluous 
side because the word "man" has one white space and make the copy 
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have a more printed appearance). 

9. Should a word followed by a punc- 
tuation mark be chosen for justi- 
fication, hal f-back space the punc- 
tuation mark justas if it were a 
letter of the word. 

6. For each one space short of the 
desired margin, one complete word 
must behalf-back spaced. That is, 
two x’s at the end of a sentence 
would call for two words in that 
line tobe half-back spaced. This 
is true of condensing as well 
aS spreading. 

7. To avoid confusion, use the right 
hand for operating the half-back 


space key and the space bar, and 2. 


the left hand for striking the 
letters in the word. This, natu- 
urally, applies only towords that 
are being half-back spaced. Use 
the center finger of the right 
hand for the half-back space key 
and the thumb of the right hand 


for the space bar. 


CENTERING 


The half-back spacer is also used 4, 


for balancing and centering headings 
of several lines, when the following 
lines contain an uneven number of 
characters more or less than the 
first line. For example: 


AVERAGE ee AVERAGE 9. 
NUMBER 3B NUMBER 
OF ie OF 6. 
YEARS - 5- YEARS 


1. Center the first line within the 
given space. (Hither back space 
half the number of characters to 


a. Place ribbon shield pointer at 
« the exact center of the area. 
b. The center of ‘Average’ is 
the letter "R", and as the rtb- 
bon shield pointer tndicates 
exactly where acharacter will 
St TLRG, "VR? need not ve 
counted. 

c. Back space three spaces and 
type. If the number of char- 
acters in the first word were 
even, all characters would be 
counted because the center of 
the word 1s between 2 letters. 


After centering ‘Average’, space 
vertically and line up ribbon 
shield pointer under the ‘V’ in 
‘Average’. There is a difference 
of one character between the first 
and second lines. One half space 
1s to be placed on each side of 
‘Number’ to center it below the 
seven lettered word. 

Half-back space the entire word. 
This distributes half of the space 
on either side. 

The third line has two characters. 
The difference between the first 
and third lines 1s five characters. 
To center this divide the difler- 
ence by two (2% characters), line 
the machine up under the first ‘A’ 
in ‘Average’. 

Space three times and hal f-back 
space the entire word. 

The last line has five characters, 
a difference of two, so that one 
space will be left on each side 
of ‘Years’ to center 1t under the 
first word, ‘Average’. 


be typed from the center of the This procedure can also be followed 
given area, or subtract the number for headings in which the lines con- 
of characters in the heading from tain several words. 


the number of spaces in the total 
column width. Place one half the 
extra spaces on each side of the 


heading.) ie 


Pa a 


SUMMARY 


The half-back spacer is used to 


condense or spread a line. Half 
a space may be added or removed 
from each side of aword in order 
to gain or lose a space. 

2. Hold down thehalf-back space key 
while you are pressing the letter 
key and do not release it until 
the letterkey stroke is completed. 

3. To condense one space, space once 
before the selected word, hal f- 
back space each letter, space 
once after theword, and continue. 

4. To spread one space, space twice 
before the selected word, hal f- 
back space each letter, space 
twice and continue. 

9. The procedure is exactly the same 
for both spreading and condensing, 
except for the number of spaces 
taken before and after the selec 
ted word, one for condensing, two 
for spreading. 

6. The half-back spacer isalso used 
for centering headings. 

7. A limited number of machines were 
manufactured with the ‘Carriage 
Rack Justifier’ before the devel op- 
ment of the automatic justifier 


Automatic 


The automatic justifier is amech- 
anism which automatically justifies 
or spreads lines to the designated 
column width. It will not condense 
a line - only spread it; consequent- 
ly, the rough copy must be prepared 
so that lines are always typed short 
of, or, exactly to, the guide line- 
never beyond it. 


There are two methods of using the 
automatic justifier: 


1. Dial Pointer Method - the rough 
copy 1S pre-typed, each line x’d 
out to the guide line. The op- 
erator ‘hand-sets’ the dial 


model. It 1s a mechanical method 
of half-back spacing whole words 
by substituting a lever at the 
left of the carriage for the hal f- 
back spacer: 


To condense the word man 
in "the man is" with the carriage 
rack justifier: 

a. Type t-h-e. 

b. Space once. 

c. Move carriage rack justifier 
lever to correct notch for 
horizontal spacing being used 

d. Type m-a-n. 

e. Return carriage rack justifier 
to normal position. 

f. Type ‘i-s’. 

This device has also proven it- 

self to be very useful in center- 

ing words incolumns and in graph 
typing. 


. Spreading the space before and 


after a word is sometimes refer- 
red to as "opening", 


. Condensing the space before and 


after a word is sometimes refer 
red to as "closing", 


Justification 


Zs 
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pointer at the designated number 
on the dial face for as many 
characters as the line being typed 
is short. The machine automati- 
cally places additional space be 
tween each letter. This method 
is practical forall applications. 


Automatic Method - Rough and 
finished copy are typed line for 
line at one typing. The machine 
does all the counting and spread- 
ing. This method is practical 
only for photo-offset where the 
fnal copy of the typed sheet may 
be cut off and pasted on a master 
sheet to be photographed. 


Familiarize yourself with the fm 
operating parts of the auto- 
matic justifier: 


1. Dial Pointer (Fig. 24) This 
indicates the number of char J 
acters which may still beg 
typed in a line. Example: if 
a line is set for 36 charac- 
ters when the pointer is at 
5, only 31 characters have 
been typed. 5 more letters may 
still be added. Note: there 
is aline of numerals for each | 
horizontal spacing. 


2. Removable Margin Stop-(Fig. 
25). This is used to set the 
right hand margin for the 
‘Rough’ copy. Squeeze the top 
of the stop to remove it from 
the scale. 


Figure 24 


3. Character Scale - (Fig. 26). This 
scale has a line of numerals and 


Figure 25 


gradations for each horizon- 
tal spacing. 


4. Character Scale Indtcator- 
(Fig. 26). This 1s a wire set 
in a frame which moves across 
the scale. The thumb screw 
locks it in place. The wire 
should cover the correct gra 
dation. There 1s a nick in 
front for alignment purposes. 


35. Moveable Trolley -(Fig. 27). 
1 This slides back and forth 
on the long bar. Thumb screw 
locks it in position. 


Figure 2 
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There is a nick on 
the backof the trol- 
ley for alignment 


with character scale 


indicator. (When the 
movable trolley is 
not inuse, itshould 
be locked holding 
the trolley bar up. 
Do not allowthe bar 
to drop down when 
the automatic justi1- 


fier 1s not in use. ) |g 


DIAL POINTER 
METHOD 


Figure 27 


The following method is recommended 
for typing on stencils, plates, and 


similar methods of duplicating. 


1. Determine column width in inches 


by typing guide line at proper 
character spacing. 

Example: 4 inches at 12 spacing 
equals 48 characters. 


. Type guide line of x’s across 
sheet for 48 characters as in 
illustration. 


. Type rough copy under x’s ending 
each line between the 41st and 
48th x and fill in the balance of 


the line with x’s. 


. Finished copy. Insert fresh sheet 
of paper. Set the character scale 
in back for 48 characters on the 
12 scale. Fasten the thumb screw 
securely. 


. Determine left 
hand margin of 
the finished copy. 


(Center column 
to locate start- 
ing point) and 
with carriage in 
correct position, 
set the movable 
trolley even with 
character scale 
indicator just 
lined up. The two 
pins must match 
perfectly on the left margin or 
the machine will not justify cor- 
rectly. Fasten thumb screw of 
movable trolley securely. 


. Set pointer on the justi fying dial 


at the number of characters to be 
stretched in the first line. (In 
example below, this would be 4). 
Set the pointer by counting the 
clicks backwards as you move past 
each number. Count as follows: 
77O7ocu Stop at 4 

Now type the line and it will be 
stretched 4 character spaces. 
Bring the carriage back to the 
starting point before setting the 
pointer for the next line. 


Continue with the balance of the 
copy. Once the settings of thema- 
chine have been made correctly do 
not attempt to change them except 
to check in case ct error. 


XXXXXXXXX XXXXXXXXX XXXXXXXXX XXXXXXXXX XXXXXXXX 

This is a sample of the work which is donexxxx 
easily on the automatic justifying Vari-Typer. xx 
To produce attractive copy which resembl eSxxxxxx 
printing it is only necessary to follow the fewx 
simple rules outlined in this manual. Arrangexxx 


Figure 28 


l. Place character scale indicator on the number of characters designated. 

2. Move the moveable trolley to the character scale when the paper is in 
the correct starting position. 

3. Use the same horizontal spacing on all scales. 

4. Set the dial pointer for each line at the left margin of the copy. 

9. Use no margin stops with the dial pointer method. 


At 10 spacing the maximum stretch 
1s 6 Characters. 

At 12 spacing the maximum stretch 
1s 7? characters. 

At 14 spacing the maximum stretch 
ls 8 characters. 

At 16 spacing the maximum stretch 
1s 9 characters. 


When setting the dial pointer, pause 
very slightly at each number as you 
move the pointer across the dial. It 
will help you when learning, to hear 
and feel the faint ‘click’ made by 
the mechanism in the back of the ma- 
chine. Though you have counted cor- 
rectly andyou have heard thecorrect 
number of clicks, the dial pointer 
may move towards the right when you 
release it. This will never disturb 


the setting of the machine if the 
original setting were accurate. 


Set the pointer at the beginning of 
each line on the first character. Do 
not attempt tomove the dial pointer 
after you have started typing. If 
you have finished typing a line with 
the dial pointer set at 2 or more 
and the setting for the next line 
is lower in number, it 1s not nec 
essary to carry the pointer back to 
‘N’ andreset - just move the pointer 
down to the new setting, 1.e., if 
the setting is 4 for the completed 
line and 2 for the next line, posi- 
tion the carriage for the 2 line 
move dial pointer down counting 4-3 
-2 and type. If the setting is a 
higher number forthe next line - the 
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pointer must be cancelled (moved back 
to ‘N’) and reset. 


If the line you are preparing to 
type is a short line ending a para- 
graph, set the dial manually at ‘OQ’ 
before beginning to type. Should a 
punctuation mark or very long word 
that cannot be hyphenated (proper 
names) take your copy one character 
beyond the guide line, set the dial 
pointer at ‘QO’ and half-back space 
one word in the line. When the auto- 
matic justifier is not in use, the 


dial pointer must be at ‘N’. Never 
attempt to move the space shift 
lever unless the dial pointer is at 
‘N’, the right side of the dial. 
There must be no marginal stops for 
either margin with this method. You 
may set a tabular stop at the left 
margin to help locate the starting 
point easily. If you should use the 
tabular stop, be sure to check sev- 
eral timesto see that the character 
scale andmovable trolley match after 
you have tabulated and are prepared 
to type. 


AUTOMATIC METHOD 


In this method, rough and finished 
copy will be typed line for line on 
one sheet of paper. The machine wiil 
be set up so that, instead of hand- 
setting the dial pointer, the mar 
ginal stops will set the dial point- 
er. For that reason, do not attempt 
to move the dial pointer manually 
at any time during this operation 
until you are thoroughly acquainted 
with the mechanical procedure. The 
basic difference between the dial 
pointer and the automatic methods 
1s the manner in which the dial 
pointer 1s set - 1n one case, manu- 
ally, in the second case, mechani- 
ealey: 


The settings must be precise and 
accurate. The purpose in this method 
is to set the machine so that the 
marginal stops will control the col- 
umn width of the rough copy on the 
left side of the paper, and so that 
the justified copy can be typed on 
the right side of the paper. 


After mastering the steps, you will 
be able to set up your automatic 
justifier in less than one minute. 


When using the automatic justifier 
for rough and finished copy, a tabu- 
lator stop must be set at or near 
90 on the tabulator scale. (9 is 
center of the carriage on the A-20 
model.) This tabulator stop will be 
the left hand margin (starting point) 
of the finished copy. 


Follow the steps accurately in their 
numerical order. 


1. Determine width of the desired 
column. In this instance itis three 
inches. 


2. Select andset horizontal spacing 


to be used (12). 


3. Set character scale for 36 char- 
acters on the 12 scale by moving 
frame to the right until the wire 
covers gradation number 36. Lock by 
tightening thumb screw. 


4. Set removable margin stop at 80. 
Be sure stop is locked in position. 


5. Set the left hand stop three 
inches to the left of the removable 
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stop. As the marginal scale is di- 
vided in tenths of an inch, this 
will place the left hand stop at 50. 
This controls the marginal width of 
the rough copy. (If a wider or nar- 
rower column is being set up, the 
left hand stop will be adjusted ac 
cordingly.) 


6. Draw carriage toright. This will 
bank it against the left marginal 
stop. Set movable trolley just past 
the end of the selector scale (This 
is not the final setting of the mov- 
trolley. The final setting will be 
more accurate with the trolley in 
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STOP No. | 
Left margin of 
rough copy. 


6/0 


710 8} 0 


ROUGH COPY MARGINS 


the little square on the right of 
the number. To adjust the pointer 
to this position, turn the marginal 
knob (Fig. 29) at the left end of 
of the carriage just above the es- 
capement bar (Fig. 29). This will 
move the pointer into the desired 
position. (Once this adjustment has 
been made satisfactorily, do not 
change it during the typing). 


8. Depress tabulator key, space once. 
Do not allow the carriage to bank 
over against thetabulator stop. Be 
sure to press the tabulator key firm 
ly. The carriage should movea space 
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STOP No.2 (permanent) 
Right margin of 
rough copy. 


(on marginal stop scale-front) » 


this position, to be moved from 
right to left along the bar, than 
to holdupthe bar while the setting 
is made from left to right). 


7. Move carriage across by striking 
space bar, about the 30th stroke 
the bell will ring and the dial 
pointer will start moving across 
the dial. Continue spacing until the 
pointer is about half way across he 
dial. Pointer should be just to the 
right of the numeral. Since you are 
using 12 spacing, read only the n- 
mber in the line marked ‘12’. Always 
use the line onthe dial point scale 
equivalent to the spacing at which 
the machine is set. In other words, 
if you stop at 4, you should be able 
to read with the pointer covering 


TABULATOR STOP 
Rear of carriage 
Left nargin of 
finished copy 


as you release the tabulator key. 
Space again. This extra space is to 
insure the carriage dropping into 
the proper space. 


9. With the carriage in this posi- 
tion, set movable trolley so that 
it aligns with character scale in 
dicator. The two nicks should be 
exactly in line. Lock movable trol- 
ley bytightening thumb screw. (Mech- 
anitcally this ts the same as the 
dial pointer method; the trolley 
and the character scale must be per- 
fectly aligned at the left hand mar- 
gin of the final copy), 


10. Check setting by pulling car- 
riage to the left. Space across until 
the dial pointer is again half way 
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across the dial. 
lator key. Space once and check the 
alignment of the movable trolley 
and the character scale indicator. 


Depress the tabu- 


Change the settings if you find it is 
necessary. Recheck the entire proced- 
ure in the proper order until each 
step 1s correct. 


OPERATION 


1. Pull carriage to the right and 
set paper in the feed rolls. Paper 
must be wide enough to accommodate 
two typings of the column width plus 
at least another two inches. 


2. Set the paper so that the left 
margin 1s in the 
desired position. 


3. Type first line 
of copy. When the 
bell rings, it 
indicates that 
you have entered 
the justifying 
area, and before 
pointer comes to 
‘OQ’, youmust end 
the line. For ex- 
ample: When the 
machine 1s set as 
indicated and you 
have typed with- 
in seven charac- 
ters of the des- 
ignated 3 - inch 
column, the bell 
will ring and as the dial pointer 
moves across the dial, it indicates 
the number of spaces left to be used. 
End the line any number within the 
0 and 7. Do not space after typing 
the last character, regardless of 
the number indicated on the dial. 
Should it read 2, this means that 
you have 2more spaces in the column. 


DIAL POINTER 
ADJUSTMENT 


4. Depress tabulator key. Space once 
retype exactly what you have just 
written. The machine will automati- 


Figure 29 


cally space the characters so that 
the line occupies three inches. 


5. Line space to the next writing 
line. Draw carriage to the extreme 
right. Type the second line in ex- 
actly the same manner, ending the 
line at any num- 
ber between the 
QO and the seven. 


6. Depress tab 
ulator key. Space 
one and rewrite 
the second line. 
The two lines 
will now have an 
even right hand 
margin. Continue 
in like manner 
with the balance 
of the copy. 

Remember: Every 
space 1s counted 
by the machine 
in the rough copy, 
once the pointer 
has started to 
move. Never strike the space bar at 
the end of the line of rough copy. 
It will be added in with the number 


of characters in the line. 


Do not depend on the left hand mar- 
ginal stop entirely. Glance at the 
copy to be sure that you start each 
line under the preceding lines. The 
same thing 1s true of your finished 
copy. After you have depressed the 
tabulator key and spaced once, glance 
at your copy to be sure it 1s in 
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alignment. If your finished copy right 
hand margin is not even, check your 
settings carefully. If the settings 
are right, and you are typing as 
directed above, the right hand mar- 
gin will be even. 


Check as to the number of characters 
which will be found in any given 
column width and type a guide line 
as 1n manual justification. Many op- 
erators use the character scale as 
an inch scale: that is, do all of 
their setting on the 10 scale, re- 
gardless of the horizontal spacing 
being used. Athree inch column would 
simply beset at ‘30’ onthe 10 scale 
which will place the wire indicator 
on the correct position on the 12, 
14, and 16 scales. This is a very 
simple method and is especially 
helpful when justifying at 14 and 
16 spacing. 


Do not attempt tojustify short line 
ending paragraphs. Set the dial 
pointer manually at ‘O’ before typ- 
ing the line, when you are ready to 
type at the margin of the final copy. 
Do not attempt to move the dial 
pointer manually at any time except 
at this margin. 


It will not be necessary to type a 
rough copy for these short line end- 
ing paragraphs. 


This method is recommended only for 
photo offset composition. The final 
copy is on the same sheet as the 
rough copy and must be separated 
(cut) and the good copy pasted to 
the photo offset master sheet. 


Return all parts of the automatic 
justifier mechanism to normal posi- 
tion when you have finished. 


Figure 30 
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The following copy is a two inch 
column at 14 spacing. The tabulator 
key 1s at 90, the removable margin 


stop at 80 and the left margin stop 
at 60. The character scale has been 
set on ‘20’ on the 10 scale. 


Copy set on the Vari-Typer 
has the two elements 
necessary for modern com- 
position, typography that 


is suitable and perfectly 


controlled impression. 
Various styles of type and 
Sizes ranging from 6 to 18 


point are available. 


Italics 


are used for emphasis and 


Copy set on the Vari-Typer 
has the two elements 
necessary for modern com- 
position, typography that 
1s suitable and perfectly 
controlled impression. 
Various styles of type and 
Sizes ranging from 6 to 18 
point are available. Italics 
are used for emphasis and 


SRO EEE EE AE A FS ESOC 


To type the above copy: 


Le 
a 


Type first line - dial will read 
2. 


Depress tab key, space once, re- 
peat first line. 


. Bank carriage against marginal 


stop and type second line - dial 
will read 8, not enough spaces to 
include the next word. 

Depress tab key, space once - re- 
type second line. 

Bank carriage against marginal 
stop and type third line - dial 
will read 8 at the end of the 
word ‘modern’. This time the op- 
erator has chosen to hyphenate 
the next word and use five more 
spaces. After typing ‘com-’, the 
dial will read 3. 


. Depress tab key, space once - re 


type third line. 


. Continue typing line for line in 


the same manner. 


SUMMARY 


To set up automatic justification 

for rough and good copy: 

a. Set character scale in inches 
on the ‘10’ scale for column 


2. 


3. 
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width. 

b. Move trolley to end of charac- 
ter scale. 

c. Place marginal stops (50 and 
80 for 3 inch column - tab- 
ulator stop is at 90. 

d. Bank carriage against marginal 
stop and place paper in feed 
rolls. 

e. Space until bell rings. Adjust 

dial pointer. 

Tabulate, space once. 

Match movable trolley to char- 

acter scale. 

Re-check dial pointer adjust- 

ment, matched trolley and 

scale. 


> rs 


Column widths should not be less 
than 1.9 inches. If a narrower 
column is desired, the manual me 
thod of justification (hal f-back 
spacer) must be used. The colum 
widths should not be more than 
7.6 inches wide. 


Automatic justification of the 9 
inch carriage machine is set up 
in exactly the same manner. The 
tabulator stop should be placed 
at 45 although the center of the 
carriage 1s 40. Do not place a 


margin stopat ‘O’ -use 1 or up. The 
removable margin stop may be placed 
as high as 40, within 5 spaces of 
the tabulator stop at 45. This will 
allow one half inch between the rough 
and finished copy. 


In using the automatic method, a 
3% inch column, rough and finished 
copy, 1s as wide as can be used on 


CENTERING 


When placing headings above justi- 
fed copy theheading may be perfectly 
centered and attractively spaced by 
use of the justifying mechanism. 


DIAL POINTER METHOD 


For example - when justifying text 
matter in a3 inch column, it 1s 
desired that the heading JUSTIFIED 
copy be placed centered above the 
column. The justifying mechanism has 
been set. The character scale is set 
for 36 characters. The heading JUSTI- 
FIED COPY contains 14 characters 
and spaces. Deducting 14 from36, we 
find 22 unused spaces, one half of 
these or 1] should be placed at the 
left of the heading, the remaining 
1] at the right. 


Set the dial pointer at ‘Q’ (extreme 
left). Start at the left hand margin 
of finished copy and space ]] times. 
Now write the heading and there will 
be 1] blank spaces to the right hand 
margin. The heading is perfectly 
centered. 


Very often body copy is written in 
small type and a large type 1s used 
for headings. For example - typing 
body copy at 12 spacing using the 
224 type, we want the heading in 
434-14 all capitals which should be 


spaced at 10. It 1s not necessary 


the 9 inch model. Any width column 
is available (up to 7 inches) using 
the dial pointer method. 


There is no margin release key on 
automatic justifier model machines. 
To release the margin, lift the es 
capement rack or squeeze the margin 
release lever at either end of the 


feed rolls. 


HEADINGS 


to shift horizontal spacing. The 
justifying mechanism will center and 
spread the headings. 


Using the example above, 1.e., three 
inch column, 12 spacing, justifying 
mechanism set up, place the heading 
JUSTIFIED Copy over the column and 
and center 1t. Use 434-14 type for 
the heading. 


There are 36 characters in the col- 
umn less 14 characters in the head- 
ing, leaving 22character spaces. To 
spread the heading, setdial pointer 
forastretch of 6characters. Deduct 
these 6 from 22, leaving 16 character 
spaces - 8 before the heading and 8 
after it. 


Start at left margin of the justified 
colum and space 8 times. Then type 
JUSTIFIED copy. The machine will 
automatically stretch the heading 
which is perfectly centered. 


The arithmetic follows: Width of the 
column minus characters and spaces 
in the heading, minus the characters 
stretched, divided by two equals the 
spaces before and after heading. 


NOTE: If the final result ts an odd 
number: Example - 11 would call for 
54 characters on each side. Simply 
stretch 1 character more or less on 
the dial pointer to compensate. 


AUTOMATIC METHOD 


4. Tabulate, space once, space half 


of the number to which you have 
counted. 


If the machine is set for the auto- 5. Type heading. It will be spread 

matic method, headings may be cen- and centered over the column. 

tered and spread simultaneously with 

less counting. Example: 

1. Bank carriage to the left margin 1. Type "JUSTIFIED COPY" at margin 
stop. of rough copy. Count ]-2-3-4-5-6 

2. Type heading. 7-8-9-10-11-12-13-14-15-16 until 

3. Count asyou space until the bell bell rings and stops at 6 on the 
rings and you have counted to an dial. You have counted to 16. 
even number. (This will allow an 2. Tabulate, space once (the trolley 
even number of spaces oneach side should match character scale at 
of the heading. The position of this point). 
the dial pointer then will deter 3. Space over 8 spaces (% of 16). 


mine the amount of spread between 
characters. Stop counting imme- 
diately after the bell rings if 
the maximum spread is desired.) 


Type heading (If less spread is 
desired, count until dial pointer 
moves to a lower number and your 
counting is a higher number). 


INDENTING PARAGRAPHS 


In composing master copy for manuals, 
instruction books, etc., the prob- 
lem of various column widths all on 
the same page, often arises. These sition. 


ROUGH COPY 


EXEXKENKK REMAKE RRR RK ee 
This is typed in a four inch column at twelvexxx 
Spacing. Compose rough copy as for ordinaryxxxxx 
justification as outlined in chapter dealingxxxx 
with automatic justification. 
1. This text is indented 8 characters, thus 
the column width becomes yo characters.x 
The number '1' is not to be consideredxx 
as part of the column width. 

a. This paragraph is indented sixxxxx 
more characters. The column widthx 
has now become 34 characters. Thex 
letter 'a' is not considered asxxx 
part of the column width. 

b. Should you wish to bring the num-x 
ber into the margin as part of the 


are called indented columns, or in- 
dentation. The following sample is 
illustrative of this type of compo- 


mye 


To compose copy of this nature, set 
automatic justifying mechanism for 
the widest column width. In the fol- 
lowing example the first paragraph 
is 48 characters wide. Thus the char- 
acter scale is set at 48 on the 12 


scale and the movable trolley is ad- 
justed tobe even with the character 
scale indicator at the beginning of 
the left hand margin. Now retype the 
first paragraph of rough copy which 
should justify in the usual manner. 


FINAL COPY 


This is typed in a four inch column at twelve 

Spacing. Compose rough copy as for ordinary 

justification as outlined in chapter dealing 
with automatic justification. 

1. This text is indented 8 characters, thus 

the column width becomes yo characters. 


The number 'j! 


is not to be considered 


as part of the column width. 
a. This paragraph is indented six 


more characters. 


The column width 


has now become 34 characters. The 


letter ‘a! 


1s not considered as 


part of the column width. 
b. Should you wish to bring the num- 
ber into the margin as part of the 


Leave movable trolley roller alone 
but move character scale indicator 
to 40 which is the width of the se- 
cond paragraph. Indent six characters, 
type numeral ‘1’, space once, and 
then start justifying the second 
paragraph. 


Again leave movable trolley roller 
alone, but now move character scale 
indicator to 34. Start under left 
hand margin of previous paragraph, 
indent 4, type ‘a’, and the period, 
space once, and then justify the 


fnal paragraph. 


NOTE: The justifying mechanism will 
Start operating when the movable 
trolley roller comes directly in 
line with the character scale indi- 
cator. From this point on, the ma- 


chine will justify. Therefore, if 
the rough copy has been correctly 
measured and the point of alignment 
between character scale indicator 
and movable trolley roller coincides 
with the lefthand margin, the right 
hand margin must be even. 


If indentation from both of the mar- 
gins 1s desired, the machine should 
be completely reset for the indented 
column width or manually justified 
with the half-back spacer. 


If manual justification is used, it 
1S not necessary to ‘break-down’ the 
automatic justification settings. 
Merely hand set the dial pointer at | 
‘Q’ until the indented material is 
completed. Return the dial pointer 
to ‘N’ and continue copy. 
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ENGINEERING MODEL 


The main function of the Engineering 
Model machine is to replace hand 
lettering on drafting room copy by 
Vari- typing. The advantages are: 


1. General production is tncreased. 
2. Draftsmen are released for more 
important work. 
3. Rush jobs are facilitated. 
4, Wide tracings are easily handled. 
5. Characters are clean, sharp, and 
legible. 
6. Production errors from poor let- 
tering are eliminated. 
7. Assures better reproducttons. 
Blueprints 
Brown and Whites 
Black and Whites 
8. Hxplanatory notes and lists of 
material are Vari -typed with par- 
ticularly satisfactory results. 
9. It 1s a practical proven economy. 


The operation of the Engineering 
Model Vari-Typeristhe same as that 
of the standard machine. It is equip- 
ped with a tray to hold the tracing 
cloth or paper, extended line space 
mechanism, special paper scale bar, 
raised feed roll knob, extended car- 
riage release lever and feed roll 
lever. 


The principle difference in operation 
lies inthe insertion of the tracing 
cloth or tracing paper. Poles should 
be used when Vari-typing on tracings. 
For tracings larger than four feet, 
extra long poles are used. Tracing 
cloth shouldbe attached to the poles 
in the following manner: 


Place one pole at the bottom 
edge of the tracing with the 
glossy stde of the tracing face 


down. Attach it to the pole by 
placing a prece of Scotch tabve 
or simtlar adhesive at each 
end of the tracing and at tn- 
tervals of about twelve inches 
along the bottom of the pole. 
Now roll up the tracing on the 
pole. Thiswill place the glossy 
side on the outside and the writ- 
ing surface onthe inside. When 
inserting the tracing in the 
Vari-Iyper, guide it carefully 
through the feed rolls and past 
the shteld frame. 


If about six inches of the cloth has 
been left unrolled this can be done 
quite easily. After the tracing is 
in the proper position, close the 


‘ feed rolls and check for alignment 


in the usual manner. There is also 
a special paper scale on the Engi- 
neering Model which will be very 
helpful for this purpose. The ma- 
chine should be operated with the 
alignment scale down to prevent 
bulges in the tracing. (Be sure to 
clean frequently the side of the 
alignment scale and alignment bars 
that is tn contact with the tracing.) 


After the tracing has been properly 
aligned, bring the stanchions in 
their proper positions, one on each 
side of the machine with the bottom 
roller of the stanchion supporting 
the tracing inthe carriage. The pur 
pose of the stanchions is to take 
the weight of the poles off the car- 
riage. The pole running through the 
carriage of the Vari-Typer should 
be in such a position that theweight 
1s supported a fraction of an inch 
above the bottom of the carriage 
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basket, but not far enough to be 
against the feed rolls. The stanch- 
ions should be placed so that the 
carriage cantravel its full distance 
in both directions without having 
the pole leave the stanchion roller. 


After sufficient copy has been typed 
on the tracing, the second pole 
should be attached to the upper end 
of the tracing. This again should 
be attached by means of Scotch tape, 
and this pole then rests in the up- 
per basket with the stanchions sup- 
porting the weight of the pole at 
each end of the top roller of the 
stanchions. Again be sure that these 
rollers are placed in such a posi- 
tion as to take the weight off the 
basket. The adjustments on the 
stanchion rollers permits them to 
be moved up and down to the proper 
height. 


When typing on tracings, 1t should 
be remembered that in order to se- 
cure good results by the blue-print 
process and similar methods of re- 
production, it is necessary to have 
an opaque image. This method of re- 
production depends on the ability 
of the image to prevent the rays of 
light from passing through the typ- 
ing. Ribbons, therefore, have been 
developed to produce good opaque 
copy. Number two or three 1mpression 
is recommended, depending on the 
freshness of the ribbon. Ifa ribbon 
is too wet, allow the container to 
remain open overnight to partially 
dry out some of the excess moisture, 
or, remove the ribbon from the wrap- 
per and wipe it with adry cloth. It 
is advisable for an operator to ro 
tate two or three ribbons, using 
one while another refreshens itself. 
Place the ribbon you have been using, 
back in the air tight container so 
that it will not dry out. 


In operating the machine as the 
tracing is fedup, it should be kept 
flat by turning the upper pole count- 
er-clockwise (towards you) to pick 
up the slack in the tracing and oc- 
casionally the operator should turn 
the bottom pole clockwise, if there 
is any tendency towards looseness 
of the tracing in the carriage bas- 
ket. 


Particular attention should be given 
to alignment. Remember that the op- 
erator should check every few lines 
with the paper scale, to see that 
the machine has maintained proper 
alignment. If the copy is marking 
between letters or words, adjust re- 
tractible shield mechanism so that 
shield does not move up and down, 
but only back. 


If immediate handling of the tracing 
tends to smudge the copy, a light 
application of pounce (a standard 
item in all drafting rooms) will 
prove very helpful. Apply by sprink- 
ling lightly over tracing and dust 
cloth or brush, or rub lightly with 
fingertips. 


A number of engineering model users 
spray the tracing immediately on 
completion. The spray is a clear 
lacquer, which dries after spraying. 


Erasures can be made with any ordi- 
nary ink or electric eraser. Do not 
rub too hard. Any light impression 
or ghost left after the erasure has 
been made will not show when the trac- 
ing 1s reproduced. 


Typing on tracings four feet or less 
in length eliminates the need for 
the side stanchions and the shorter 
poles can be used. The method of 
operating as to attaching tracing, 
inserting, etc., 1s the same. 
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MATHEMATICAL 
MACHINE 


The mathematical Vari- 
Typer differs from the 
standard model in that 
it 1s constructed to 
operate using four- row 
type fonts, which cor- * 
tain 120 characters 
The ‘CAP’ and ‘FIG 
shifts onthe left are [ 
to be used as on the | ~ 
standard machine. The 
shifts on the right, 
marked ‘NUM’ and ‘DEN’ 
are for using the ex- 
tra row of characters. 
The ‘DEN’ , or Denominator shift, 
will give the fourth row with the 
exception of the exponents or smal] 
figures. To get these, use the shift 
key marked ‘NUM’ or Numerator. All 


Figure 31 


| standard types may be 

-) used on the mathemati- 

cal machine, but the 

four-row types cannot 

be used on the standard 
machine. 


KEYBOARD 
TYPING CHART 


A keyboard chart is 
f available foruse with 
# each mathematical type. 
@ There areclips tohold 
@ | the typing charts in 
HE] position in front of 
the keyboard. Charts 
can be obtained for 
any type font with characters other 
than those indicated on the standard 
keyboard. All the characters on each 
type font are pictured in the Type 
face book. 


The following are samples of four special mathematical type fonts - all 
of which demand the use of the mathematical attachment as they have four 
rows of characters. These arenot the only mathematical type styles; there 
are others, three-row fonts, which can be used without the attachment on 
any model machine. Special keyboard charts are available for them. 


MATHEMATICAL No. 135C 


qazwsxedcrivtgbyhnujmik, ol.p*v 
QAZNSXEDCRFVTGBYHNUJMIK?OL2P: 
1"_20X3A+4[5P'] 6+v7'u8(<9)>0=/ 
100 90E 35P 4WOSYBgNT7 EV AKW ATO n— 


MATHEMATICAL No. 204 


qazwsxedcrfutgbyhnujmik,ol.p:- 
QAZWSXEDCRFVTGBYHNUJMIK?0LOPLS 
1"_2||x3=+4e[5~] 6{ *7'|8(<9)>}=/ 


tazolxs Vya--s5xbehn7imeakis-+0W 
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MATHEMATICAL No. 135 


qazwsxedcerfvtgbyhnujmik, ol.p°V 
QAZWSXEDCRFVTGBYHNUJMIK?OLOP: f 
1" 22x8A+4~[5T]6+*7!'|8(<9)>0=/ 
100906 50 4WO5 YBgNT 7 EDg KWoeANon— 


MATHEMATICAL No. 135B 


qazwsxedcrfvtgbyhnujmik,ol.p°v 
QAZWSXEDCRFVTGBYHNUJMIK?OLOP: f 
1"_20X3A+4e[5P6={7' }8(<9)>0=/ 
100 90E 350 ,WO5 Bg NT, EPgKWeAT 9 — 


CLEANING 


The care given the machine will of 
ten control the quality of the work 
that it produces. The Vari-Typer 
mechanism 1s no more sensitive than 
other precision built office machines 
but like all others, there are spe- 
cific methods of cleaning and caring 
for it. All cleaning should be done 
with the Vari-lyper Type and Platen 
Cleaner, denaturedalcohol, or carbon 
tetrachloride. No other cleaning 
agents are recommended. 


RIBBON WELLS 


An accumulation of carbon will ap- 
pear inthe ribbon wells, particular- 
ly when using the carbon paper rib- 
bon. Donot blow, but carefully brush 
it out onto a paper with a soft 
brush or cloth. Be careful not to 
allow any of these particles of 
carbon to fall into the machine. 
This should be checked daily if 
carbon paper ribbon is used con- 
stantly. Clean ribbon wells before 
cleaning the feed rolls. Particles 
of carbon may have fallen on to the 
feed rolls while cleaning the rib- 
bon wells. 


FEED ROLLS 


When the machine is not in use, the 
feed rolls should be left open. They 
should be cleaned daily; more fre- 
quently when any stencils are being 
typed. Do not leave the stencil in 
the feed rolls any longer than it is 
necessary to complete typing on it. 
Lack of frequent cleaning may cause 
unevenness inthe feed rolls and also 
paper slippage. Closethe feed rolls, 
rub with a soft cloth as you turn 
them. Be sure that you allow time 
for the alcohol to dry. 


AND CARE 


RIBBON SHIELDS 


Always check to see that the Ribbon 
shield is adjusted properly on the 
frame each time the ribbon is thread- 
ed into it. An improperly set shield 
may cause damage and call for too 
frequent replacement. The shield is 
cleaned by wiping with a cloth on 
both sides. Use alcohol if necessary. 
The shield may need a cleaning more 
frequently than once a day, depend- 
ing upon the type of master copy be- 
ing done. When fabric ribbons are 
used (tracings and duplimat plates), 
clean the shield more often. 


ANVIL 


The anvil slot mustbe cleaned daily, 
Fold a stiff paper or card and run 
it back and forth in the anvil slot, 
making sure to ciean well around to 
both sides. Adrop of alcohol on the 
paper will remove the carbon more 
easily. If you use alcohol, always 
follow with a dry piece of paper. 
The outside of the anvil may be 
wiped with a clean cloth; if nec- 
essary, use alcohol on thecloth. 
It 1s most important that the anvil 
and types be immaculate to facilitate 
the rotation of the types on the 
anvil. A carbon accummulation in 
the anvil slot may easily cause a 
type to ‘stick’ (fail to return to 
center after the character has been 
typed). If this occurs, the first 
measure 1s to clean both anvil and 
type. Also try the type on the op- 
posite side of the anvil. 


If the type continues to ‘stick’ cam- 
municate with the Service Department. 
Do not attempt to bend or adjust the 
type yourself. 
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TYPE FONTS 


Type fonts should be cleaned after 
each use. If they are kept in the 
box provided, they will remain free 
of dust and there will be no danger 
of breakage. Types shouldbe cleaned 
inside and out: inside with alcohol 
followed by rubbing with the cloth 
(to remove any excess moisture). Do 
not put types into the alcohol. Ap- 
ply the alcohol to the type via 
cloth or brush. The only occasion 
for dipping a type may be after us- 
ing ahectograph ribbon and then the 
immersion should be for only a few 
seconds, followed immediately by a 
rubbing with the cloth. 


Should a particular character con- 
sistently appear lighter or more 
uneven in carbon coverage than the 
others on the same type font, 1t 
may mean that the letter in question 
needs ‘needling’. In that case, mail 
the type with a sample indicating 
the character that is defective, to 
the factory at 333 Sixth Avenue, New 
York, N. Y. 


The sample should be written as 
follows with the same impression 
and spacing and on the same paper 
as the fault originally appeared. 
Encircle the character in question. 
State any other information you 
think may have some bearing on the 
imperfect copy from the use of this 
type. ("Needling" is a method of 
raising all the characters ona type 


font to the same level. The Bakelite 
types cannot be "needled"). 


ALIGNMENT BARS 


Clean the side of the alignment bars 
that touches the paper, inserting the 
cloth from the back of the machine. 


BASKET 


Clean the basket daily by using the 
wooden roller with a piece of cloth 
fastened to the end. Slide the rol- 
ler through as many times as 1s nec- 
essary to remove all dust and carbon 
particles. 


KEYS 


Clean the keys frequently, particu- 
larly if they are rubber, so that 
the complete keyboard is always 
visible. 


PAPER arty: GUIDES, 
ALIGNMENT SCALE 


When the machine is not in use, the 
paper rack and alignment scale 
should be folded back with the scale 
over the paper rack. The alignment 
scale should be left upright when 


typing. 
COVER 


Keep the cover on the machine when 
it is not in use. 


qGazgzgwexederivtgbyhnujmik, ol. pF; 


VAZWSAEDCRE VT GBYANUDM TK, Ob. Po 


1 fi2A“43SH*ANRAS-¢€O6R&* 7’? 78 ( 


Spa BAe 
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SUMMARY 


Clean daily: 


- Basket 

- Ribbon wells 

- Feed rolls - leave open 
Ribbon shield 

- Anvil 


- Types after each use 


None &wN 
i 


If horizontal carbon streaks appear 
on your work; clean alignment bars 
and feed rolls. 


If dots of carbon appear uniformly 
around each character: clean or re- 
place ribbon shield. 


If dirt specks appear only occasion- 
ally over the sheet, clean the feed 
rolls, basket, and ribbon wells. 


If vertical marks appear on the 
paper on which you are typing: clean 
the feed rolls. 
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TYPES 


‘he selection of type depends upon: 


1. Method of reproduction to be 
used. (Some types reproduce bet- 
ter by one process than others. 
some of the types are designed 
especially for one kind of repro- 
duction but may also be used for 
titles, special effects, etc. on 
other methods). 


2. The area of the final composition. 
(If the size of the reproduction 
ts to be small, small types will 
sometimes be best. If the repro- 
ductton paper is to be large, a 
different type selection and wid- 
er spacings may be needed). 


3. The amount of typed matter to be 
placed in that area. (If -a great 
dealofmaterial must be typed in 
a small area, acertain amount of 
condensatton will be necessary. 
Thus, small types and small spac- 

'tngs will be needed). 


4, The desired ‘style’ effect. (Ihis 
depends upon the purpose of the 
work, the likes and dislikes of 
the compositor, and the nature of 
the composition). 


A basic knowledge of type styles and 
uses will be helpful. Types may be 
classified as follows: 


I. GOTHIC 
a. Light line 
b. Bold face 


11. ROMAN 
a. Print face 
b. Typewriter face 


I} 1. \TALIC (may be either Gothic 


slant or Roman.) 


AND CHART 


In classifying Vari-Typer types, 
ROMAN types are characterized by 
decorative extra lines (SERIFS), 


whereas, GOTHIC types are plain and 


have no serifs (SAVS-SERIF). 


T T 


GOTHIC ROMAN 


GOTHIC types may be heavy andblack, 
in which case they are referred to 
as BOLD. When they are thin and 
sharp, they are called LIGHT LINE 
GOTHICS. 


THIS 1S A BOLD GOTHIC TYPE. 
THIS 1S A LIGHT LINE GOTHIC TYPE 


ROMAW types are called TYPEWRITER 
FACE when they are patterned after 
standard typewriter style of type. 
PRINT FACE TYP&S will vary in both 
height and width, the lines of the 
letters vary in thickness, and they 
resemble printing more closely. 


TYPEWRITER 


This is a typewriter face. 


This is a typewriter face, 


PRINT 
This is a print face type. 
This is a print face type. 


ITALIC types are slanted and may be 


Be 


either GOLZHIC (sans-serif) ora 
ROMAN (sertf). 


THIS 1S A GOTHIC SLANT. 
THIS IS A ROMAN ITALIC. 


The following are not definite rules 
for selecting types but may be used 
as a guide: 


1. Bold Gothic type styles may be 
for headings, sub-headings, for 
emphasis, and for lettering on 
tracings. 


2. Roman types are more easily read 
for straight copy work.. 


3. Gothic types adapt themselves well 
to forms, statistics, and tabular 
material. 


4. Italic types may be used for em- 
phasis or special effects. 


9. Sharp types will give the best 
results on stencils. 


6. Medium types are the most satis- 
factory forhectograph, spirit or 
gelatin duplication. 


7. Print styles of type are the most 
popular for offset work. 


When atype is inserted, these three 
adjustments on the machine must be 
made before typing, to correspond 
with the type chosen: 


1. Horizontal spacing - Vote that in 
a few cases it is necessary to 
use one spacing wider when typing 
in all capitals. 


2. Vertical spacing - All vertical 


spacings listed are standard. 


3. Impression - [he impressions list- 


ed on the chart are an average 
of many tests. 


STYLE CHART 


GOTHIC 


Leet es SLANT 
BOLD LIGHT PRINT FACE | TYPEWRITER 


170 

224 

224-7 
225-8 

250 series 
271 

300 

301-6 

310 series 
320 series 
321 

330-10 


360 series 


295A 

350-series 
(medium) 

434-14 


GOTHIC ROMAN 


ITALICS 


68 

169 

345 series | 21] 
315 series 
325 series 
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i | TEXT COPY ITALICS 


Se a 


STENCILS 


PHOTO- 
OFFSET 


HECTOGRAPH 


PLATES 


METAL) 


CHART OF RECOMMENDED TYPES 


HEADINGS 


AND 


SUB-HEADINGS 


FORMS 


FOOT- 
NOTES 


CS SS Sos <eeswesnsecesnessssmreseecaeesressr 


Zon 


08 230 

96 233-7 
158 233-7* 
224* 300* 
224-7 330-10 
226 360-8 


170 =330-10 
224 360(8-10) 
224-7 

225-8 
250(7-8-9-10) 
Zil 

300 

301-6 
310(8-10-12) 
320(8-9-10) 


36. 232 

170.) = _- 233-7 
224 . 271 
224-7 300 

226 330-10 
310(8-10-12) 
320(8-9-10-12) 


96 330-10 
170 =360(8-10 
224 

224-7 

226 
250(7-8-9-10) 
300 

310(8- 10-12) 


320(8-9-10-12) 


aa 

97B 

97Bold 
169 
213 


315(8-10) * 
325(8-9-10) * 


345(8-10) 


28 

68 
97B 
97 Bold 
211 


315(8- 10-12) 
325(8-9-10) 


345(8-10) 


28 

68 
97B 
97Bald 
211 


315(8-10-12) 
325(8-9-10) 


345 (8-10) 


28 
68 
97B 
97 Bold 
211 


315(8- 10-12) 
325(8-9-10) 


345( 8-10) 


170* 
180LB 
226 
229 
270 
z{i* 
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295 
295A 
320-12* 
321 
350#6 
434 
434-14 


zi, PE 
180 
180L 
226 


350( 4-5-6) 
If printed 
effect is de- 
sired, use any 
tyoe marked* 


ZF, E 
180 
180L 
180LB 
226 caps 
270 


350(#4-5-6- ) 


ZU pF Eh 
180 
180L 
226 

270 


350(#4- 5-6) 


a 
180 
180L 
180LB 
226 

270 


350( #4- 5-6) 


ek AND IMPRESSION CHART 


Y 
ae NAME OF TYPE 
[a IS ST 


Pica (Vari-Typer) 
Elite (Vari-Typer) 
Gothic 

Elite (Italic) 
Gothic (Vari-Typer) 
Gothic (Oblique) 
Modern Roman 

Pica (Italic) 

Park Medium 

Park Medium 

Park Medium (Bold) 
Miniature (Italic) 
Manhattan (Old Style) 
Gotham (Old Style) 
Light Line Gothic 
Express Gothic 
Viennese 

Tariff Roman 
Tariff Roman 
President 

President 
President 
President 
President 

Express Gothic Small 
Manhattan (New Style) 
Packard 

Modern Gothic 
Caslon (Old Style) 
Litho-Book 
Litho-Book 
Litho-Book 

Li tho-Book 

Li tho-Book 
Litho-Book 
Litho-Book 

Li tho-Book 
Alexandria 
Alexandria 
Alexandria 
Alexandria 
AlexandriaCondensed 
Alexandria 
Alexandria (Italic) 
Alexandria (Italic) 
Metropolitan Roman 
Engineers Slant Type 
Gothic Slant 
Gothic Slant 

Copper Plate Gothic 
Copper Plate Gothic 
Copper Plate Gothic 
Litho-News 
Litho-News 

Medium Gothic 
Heavy Gothic 
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WWWWWWWWNDNYWWWWWWWWW WWW NW WWNYDWWWWWWWNONDNYNNYWNNWNHYWNYNY WHY WD WD WW 


2 
2 
2 
2 
2 
3 
2 
2 
1 
2 
3 
2 
2 
2 
2 
3 
2 
2 
2 
1 
2 
3 
3 
2 
3 
3 
3 
3 
2 
2 
2 
2 
3 
2 
2 
2 
2 
2 
3 
3 
3 
3 
2 
3 
3 
3 
2 
2 
3 
| 2 
13 
13 
| 3 
13 
3 
| 3 
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The following key is a guide to selecting the proper type for a specific 
application. It refers to all typed matter except titles. Any type may 
be used for titles on any application. When titles in all capital let- 
ters are typed, it 1s frequently .necessary to use the repeat key. (The 
chart will indicate when and how many repeat strokes are to be used). 


S - Stencil 
PO - Photo offset 
Pl - Paper plates 
E - Engineering 
H - Hectograph 


TYPE NO. PROCESS APPLICATION 


A variation ofthe standard Pica typewriter style. 
A variation of the standard Elite typewriter 
| style - may be written at 14 and 7 where conden- 
sation without excessive size reduction is desired. 
S-PO-P1-H-E | A type with two sizes of capitals, especially 
good for forms and statistical work -E & P differ 
| from the 27 only in the style of the numerals. 
S-PO-P1-H | Italic type recommended to match thin face types 
| written at 12 spacing. 
S-PO-P1 -H A thin face Gothic type suitable for headings, 
forms and statistical work. 
S-PO-P1-H Suitable for display - used as a matching italic 
with large Gothic type styles. 
S-PO-P1 -H Suitable for slightly condensed text copy. 
S-PO-P1-H Matching italic to larger thin styles of type. 
S-PO-P1 -H A condensed Gothic type suitable for statistical 
work, footnotes, forms, or other space-saving 
typographic requirements - may be typed at 18. 
S-PO-P1 -H Excellent for forms, statistical work, footnotes- 
capitals when combined with the numerals are ex- 
cellent for column heads, statistical work. 
S-POQ-P1-H-E | Heavy version of the 180L for column heads where 
density 1s desired - all capitals written at 16 
spacing for maximum condensation on tracings. 
S-PO-P1-H A small sharp italic type for use with the type- 
writer styles of type at 14 or 16 spacing. 
S-PO-P1-H An all purpose Roman type. 
S-PO-P1-H A medium small Roman type suitable for text copy. 
S-PO-P1-H-E | A light Gothic type - figures are good for tabular 
material - excellent for forms - recommended as 
a change from typewriter style for text copy, es- 
pecially for stencil work. 
S-PO-P1-H-E | A medium sized bold Gothic, excellent for head- 
ings - may be used for text copy where density 
is desired - all capitals excellent on tracings. 
Recommended for text copy - sharp, clear variation 
of typewriter style on stencils and hectograph. 


S-PO-P1-H 
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S PO-P1-H 


A small typewriter style especially suitable for 
condensing text copy written at 16 and 9 - will 
effect a 50% saving compared with typewriter. 

A medium sized typewriter style especially de- 
signed to write text copy at condensed spacing - 
can be used at 14 or 16 spacing for condensation. 
A small print face type suitable for footnotes 
or other condensed material -may be written at 18. 
Excellent type for limited condensation. 

A medium sized print style suitable for text copy. 
A slightly larger edition of the 250 series for 
text copy - good heading type for 250-7 or 250-8. 
The largest of the President series fortext copy 
used where a large type is desired - capitals are 
good forheadings when text is set in 7 or 8 point. 
A medium small bold Gothic type - excellent for 
headings and subheadings - may be used for con- 
densed text copy where density is desired - use 
in all capitals on tracings where some condensa- 
tion 1s desired - small edition of the 229. 

A bold edition of the 224 - suitable for text copy 
where depth of color (blackness) is desired. 

A medium bold Gothic withdrop tail figures - suit- 
able for headings of all types - recommended for 
tracings and other engineering requirements. 

The largest Gothic type available on Vari-Typer- 
should beused for headings or tracings only - the 
M and W require 2 strokes - contains one case of 
letters, capitals only - see 295A for numerals 
and signs - may be written 6, 7 and 8 characters 
to the inch by spacing between letters. 

A distinctive print face excellent for text copy 
of all types as it combines legible size with 
condensed spacing - especially suitable for house 
organs, manuals, pamphlets, instruction books, etc. 
The smallest size inthe Litho-Book series - suit- 
able for close text work, footnotes, condensed 
column heads, etc. - may be written at 18 spacing. 
Excellent print face type for condensed spacing- 
for text copy, tabular materials, and any other 
work for printed appearance and condensation. 
One of the most popular types for text copy - print 
style type combining legibility with condensation- 
recommended for manuals, books, house organs and 
similar text copy - excellent headings for 310-8. 
Litho-Book type for large text work - the open 
characters are excellent for reduction - for dis- 
play text - repeated capitals for good headings. 
Matching italic for 310-6. 
Matching italic for 310-8. 


233-7 S-PO-P1-H 


250-6 S-PO-P1 -H 


250-7 S-PO-P1 -H 
2006 S-PO-P1-H 
250-9 PO-P1-H 


250-10 | PO-P1-H 


270 S-PO-P1] -H-E 


271 S-PO-P1-H 


Eo S-PO-P1 -H-E 


295 S-PO-P1 -H-E 


310-6 S-PO-P1-H 


310-8 S-PO-P1 -H 


310-10 | PO-P1-H 


310-12 | PO-Pl-H 


315-6 S-PO-P1-H 
315-8 S-PO-P1 -O 
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315-10 
315-12 


320-8 
320-9 
320-10 


320-12 
S21 


325-8 
325-9 
320-10 


330-10 


345-8 


345-10 
345-12 


350#4 


350#5 
350 #6 


360-8 
360-10 


434 
434-14 


PO-P1-H 
PO-P1-H 


S-PO-PI-H 
S-PO-P1-H 
S-PO-P1 -H 


PO-P1-H 
D-PO-P1-H 


S-PO-P1 -H 
S-PO-P1-H 
S-PO-P1-H 


S-PO-P1-H 


S-PO-P1 -H-E 


S-PO-P1-H-E 
S-PO-P1-HE 


S-PO-P1-H 


S-PO-P1 -H 
S-PO-P1-H 


S-PO-P1-H 


S-PO-P1 -H 


S-PO-P1-H 
S-PO-P1 -H-E 


Matching italic for 310-10. 
Matching italic for 310-12 - these also match 
other print types of these sizes. 

Open style print face type excellent for condens- 
ing text copy andmatching footnotes to large 320’s. 
A larger edition of the Alexandria type -combines 
legibility and condensation. 

One of the best types for text copy - very clear, 
sharp - combines some condensation with printed 
appearance - this ‘square serif’ styi#e has been 
popular for commercial printing for over 15 years. 
A large text type suitable for reduction - one 
of the largest text types available on Vari-Typer. 
The largest print face Vari-Typer type - the M 
and W require 2 strokes - contains capital char- 
acters for headings only - may be written 6, 7, 
and 8 characters per inch by letter-spacing. 
Matching italic for 320-8. 

Matching italic for 320-9. 

Matching italic for 320-10 - these italics also 
match other types of simlar size and style. 
Excellent for text copy - capitals make good head- 
ing combination with almost any of the thinner 
Roman types - clear and distinct numerals - con- 
tains accent marks for use in language work. 
Gothic slant type designed for tabular and sta- 
tistical work, forms and tracings - contains °, 
‘, “, x signs and fractions including 1/8ths. 
Larger slant type similar to the 345-8 - contains 
°, ’, “, X signs and fractions including 1/8ths. 
baveest of the Gothic slant types - especial ly 
suitable for tracings -contains °, ’, ”, X signs 
and fractions including 1/8ths. 

Gothic type designed for form work, statistical 
work and tabular material -has 2sizes of capitals. 
Larger edition of the Copper Plate Gothic series. 
Largest of the Copper Plate series - all of these 
types can be combined in various ways for forms. 
Newsprint type - combines maximum height for its 
size with condensed spacing - excellent for all 
kinds of text copy in column widths of 3% inches 
or less - for newspapers, manuals, bulletins, etc. 
Larger edition of the newsprint type - capitals 
combined with the 360-8 present a professionally 
printed appearance - also recommended for any text 
copy where depth of color is desired. 

A large light Gothic suitable for headings, sub- 
headings, form work and statistics. 

A bold, large Gothic for repeat headings on all 
types of work - especially recommended for tracings. 
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TYPE SELECTION 


The chart has given you an idea of 
the type styles available, how to 
identify them, which are suitable 
for particular duplicating processes, 
suggestions for their specific uses, 
and the technical information neces- 
Sary to use them properly. Look up 
each type you use in the ‘Type face’ 
book and try it before you apply it 
to a job. You will become familiar 
with your types quickly only if you 
‘try them out’. The Type Face book 
was reproduced by photo offset. The 
same typemay appear slightly differ- 
ent when used for typing a stencil 
or hectograph master. 


Type selection, after the practical 
needs have been considered, is very 
much amatter of personal preference, 
likes and dislikes. 


Typography is the art of composing 
a page in type, or, type selection 
and arrangement. 


There are four basic elements that 
are always considered in planning 
the typography of a job: 


1. Case - all capitals, all lower 
case, or a combination. 

2. Weight - the degree of blackness 
light, bold, or medium. 

3. Size - large, small, medium. 

4. Pitch - upright, or slant. 


PRINTING MEASUREMENTS 
- POINT SI2Zs - 


In printing, one point is equal to 
1/72 of aninch. Although Vari-Typer 
types follow the same general size 
relationship, they do not conform 
to anexact ruler measurement. Point 
sizes in Vari-Typer are used to in- 


dicate the approximate size of a 
type, and its approximate relation- 
ship to other Vari-Typer types. In 
actual fact, they serve only as a 
guide to size. 


Vari-Typer types are made in sizes 
6to 14 point. There are two 18 point 
or oversize type styles (#295 and 
321) which areused for headings and 
display work only. 


6 - 7 point types - primarily for 
footnotes, extreme conden 
satton, quoted matter, 

8-39-10 point types - text copy - 
10 point occasionally used 
for headings. 

12-14 point types - for headings, 
copy setup for photographic 
reduction. 


Some types are identified in the fol- 
lowing manner: 


435- 14-10 
301- 6-16 
270-8- 14 


The first number is the style number 
of the type, the second number is 
the point size, and the last number 
is the letter spacing usually re- 
quired. 


PICA 


In printing, one Pica is equal to 
1/6 of an inch. Column widths are 
often measured in Picas. If such is 
the case, a Pica ruler* may be de- 
signed very simply: 


1. With the letter spacing set at 
12, type a line of periods. 
2. Mark every other period as one 


Pica. 


eile 


L22345°67°2.90 


3. Cut out and mount this strip on 
on the edge of another ruler or 
cardboard. 


*45 the standard ruler ts marked in 
16ths, itcannot be used foraccurate 
Pica measurement. 


Do not confuse this with the Pica 
typewriter size which types at 10 
characters to the horizontal inch. 


COMPOSITION 


Composition, or planning the layout 
of a page, calls for a number of con- 
siderations. As in selecting types 
rules must be general and much de- 
pends upon the individual likes or 
dislikes of the compositor. 


Practical considerations must come 
first: 


1. Desired size of the finished page. 

2. Duplicating process to beused. 

3. Amount of material to be put in 
given area. 

4. Relative importance of parts of 
the copy. 

5. Type of material (application). 


Form 

Manual 

Bulletin 
Statistical table, etc. 
Usually the first decision is the 
size of the page. This depends upon 
the specific purpose of the job, the 
amount of condensation, and the ma- 
terial tobe typed. This factor, and 
the duplicating process to be used, 
will determine the type selection. 


MANUSCRIPTS 


Manuscripts, bulletins, etc. where 
the bulk of the material is text 
copy, may be composed in several 
ways. 

1. Single column across entire page. 


2. Two or more columns, usually 
ranging from 2 to 4 inches wide 
per column. 


Newspapers and magazines are oer 
in narrow columns to make reading 
faster and easier. The average per- 
son reads inword groupings of about 
3 inches. For lengthy text copy, a 
a column width of 32-39 characters 
(regardless of letter spacing) 1s 
recommended. 


Be sure toallowadequate margins a- 
round the copy. The side margins 
should be the same width, but the 
top and bottom margins ae not be. 
It is the custom of some compositors 
to allowalittle more margin at the 
bottom of the page than at the top. 
This serves tobalance the amount of 
white space which has to be left 
around the heading. 


When composing a page with two or 
more columns, be especially careful 
to type them close to one another, 
1/4 to 3/8 of an inch is nearly al- 
ways adequate. Too much white space 
between columns tends to break the 
pattern and cause the page to lose 
the appearance of compactness and 
balance. Aruled line separating col- 
umns can be effective on newspapers, 
bulletins, etc. 


Avoid more than 2 consecutive lines 
ending with punctuation marks. Too 
many hyphens, commas, etc. on the 


a om 


right hand margin destroy the effec- 
tiveness of perfect justification. 
Avoid using a punctuation mark on 
the corner of a paragraph or colum. 


Leave extra space between headings 
and text copy to set the headings 
apart. Of course, the fact that they 
will be larger and bolder will also 
help to emphasize them. This same 
suggestion applies also to subhead- 
ings. 


If two or more columns are being 
used on one page, the first and last 
lines in each column must line up 
perfectly. Complete the first colum. 
Locate the starting point of the 
second column in exact alignment 
with the first line of the first col- 
umn, and complete the page. Do not 
try to type line for line across the 
page. Only the first and last lines 
of the two columns must match exact- 
ly. Should the columns be of unequal 
length, extra space or ‘clicks’ can 
be put in paragraph divisions, or 
around sub-headings, to bring the 
two columns to the same length. Never 
alter the line spacing. Add or re 
move extra space only at paragraph 
openings, subtitles, or othernatural 
divisions. 


Plan the amount of space to be left 
in each paragraph opening before you 
Start typing your final copy. Even 
one ‘click’ is enough difference to 
be obvious. 


EXAMPLE 


1. Count total number of typed lines 
(sub-headings and paragraph endings 
should be counted as complete lines) 
and divide by two. 


2. Draw two boxes representing the 
two columns and indicate paragraph 
openings by a straight line, and 


subtitles by a double line and box. 
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Assume that you will allow at least 
one extra ‘click’ at each opering. 
(Line spacing 6 equals 3 clicks per 
Line - one extra click indicated on 
the above drawing would indicate 4 
clicks at the paragraph division in 
the final typing.) 


3. Make the total extra ‘clicks’ in 
each column equal if the number of 
lines in each column is equal. 


4. If the number of lines in each 

of the columns isunequal, the total 

extra ‘clicks’ must make up the 

‘clicks’ in the column that is short 

one line. Line spacing 6 equals 3 

‘clicks’ per line. The left column 
FEO 
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is short one line or three ‘clicks’, 
which are compensated in the total 
extra ‘clicks’. (Remember these are 
extra clicks and must be added to 
your bastc line spacing when the 
final copy is typed.) 
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It 1s not always necessary to add 
extra clicks between paragraphs but 
between subtitles and their fol low- 
ing paragraphs it is always necessary. 
Should there be an uneven number of 
lines in the two columns or, sub- 
headings, or, lengthy text copy, it 
is advisable touse extra white space 
when possible to break the monotony 
of solid typed matter. 


The judgment of the operator is per- 
haps the greatest deciding factor 
in good layout. Study the job at 
hand, its purpose; select types, pre- 
pare and plan the entire job before 
beginning to type. Try several ways 
of doing the job. Don’t always be 
satisfied with the first trial. 


FORMS 


To design a form, the compositor 
must study the written information 
to know the purpose of the form and 
its divisions. The amount of space 
provided for each column head, box, 
or whatever it might be, must be 
adequate to contain the information 
to be filled in. The types selected 
will depend upon the relative im 
portance of the headings and the 
space allotted to them. Gothic types 
are usually the best selection for 
forms in nearly all cases. Occasion- 
ally Roman or Italic types are em- 
ployed for special effects or con- 
trast. Simplicity and utility are 
the basic rules for form design. 


To center column headings in boxes 
use a very small dot (bluepencil, 
hard lead pencil used lightly, or 
water soluble crayon) for a guide 
on the top and side rule of the box. 


Turn the feed rolls until the align- 
ment bar is alittle below the guide 
dot on the side. (Remember that the 
line of writing will rest above the 


alignment bar and space must be al- 
lowed for half the height of the 
type). More space must be allowed 
for the larger types. Line up rib- 
bon shield pointer below the center 
dot and back space half the number 
of characters. Type in the heading. 
You may have to use your hal f-back 
spacer or change the position of 
ribbon shield pointer by lifting the 
escapement bar to get perfect hori- 
zontal alignment. 


To center an odd numbered word in 
a box, place the ribbon shield point 
er directly belowthe guide dot, and 
back space half the number of char- 
acters, minus one. 1.e. - ‘A’ is the 
center letter of the word. The rib- 
bon shield pointer indicates exactly 
where a character will strike, so 
the center letter need not be count- 
ed. Back space two, and type. The 
center of the six letter word 1s be- 
tween ‘A’ and ‘C’. Place the ribbon 
shield pointer to the right of the 
dot, back space three, andtype. This 
will place aword in the exact center 
of the box. 


[space | 
[1 


| SPAICES | 
ry 


ay 


If there are two words, one above 
the other, space up and down from 
the center an equal amount. 


CENTERING 
| HEADINGS 


— << =e «=m apa 


HEADINGS 
_-, IN 


| BOXES 


Always locate the center line in the 
manner as previously described re- 
gardless of the number of lines to 
be typed, and work up and down from 
the center. Centering words of vary- 
ing length, one above the other is 
described on Page 23 (under Half 
Back Spacer). 


Another method of centering in ruled 
boxes is to count the Spaces out 
(with the actual form in the machine) 
the number of ‘clicks’ vertically, 
and the number of letter spaces hori- 
zontally in the box. 


1. Subtract the number of characters 
in the heading from the number 
of horizontal spaces in the box. 
Place half of the extra spaces 
on each side of the word. 


2. Each line of typing will occupy 
at least two ‘clicks’ of space. 
Divide the remaining number of 

clicks’ equally above and below 
the centered word. 


RULING 


Many times the Vari-typist is called 
upon to draft (rule) the forms as 
well as to type them. If a form is 
primarily composed of boxes and col- 
umns, etc., the ruling should be 
done first, the typed words filled 
in afterwards. This works in reverse: 
tf a form is mostly typed matter, 
Vari-type firstand fillinthe lines 
using the typed words as guides. 


In either case, a dummy copy should 
be composed or the form ruled in 
light pencil lines before the final 
ink ruling is done. 


When ruling boxed forms the follow- 
ing supply items are considered in- 
dispensable: 


1. Drawing board. 
a. Always on a firm bas2 ata 
conventent height. The edges kept 
free from chits, dents, etc., 
which might impair the accuracy 
of the T-Square. 


2. Drawing pencils, (blue lead, 8H 

lead, or water soluble for plate 
work, ) 
a. Ihe point of the drawing pen- 
ctl should be kept long and coni- 
cal, much longer and sharper than 
for ordinary use. Draw very light, 
thin lines. 


3. T-Square. 

‘a. Used principally for drawing 
horizontal lines; its other pur- 
pose ts fora base on which to 
rest the triangles. 

b. Hold T-Square firmly with left 
hand and draw lines from left to 
Tignt. 
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45 and 30-60 degree triangles. 


12. 


a. Used as a guide when drawing 


vertical or sloping lines. 


b. The T-Square is used asa base 
against which the triangle is 


placed. 


c. Ordinarily the left side of 
the triangle is used and the 
lines are drawn with an upward 
stroke. Use right side if neces 


sary. 


. Ruler or scale. 


. Art gum (removes soil). 


a. Use very carefully over ink 
lines soas to remove pencil guide 


lines only. 


Erasers, (us- 


ually ‘Ruby’ i 


Eraser shield. 


10. Thumb tacks, 


a 


draftsman’s 
scotch tape 
or masking 
tape. 

a. Not trans- 


parent scotch 


tape, but the 
brown crink- 
Ley paper. It 
does not in- 
jure the fin- 


_tsh of drawing paper when re 
moved. Brown masking tape may 
be used several times. 


Do not 


. Chinese white (covers unwanted 
marks when preparing 


photographing) 


for - 


Figure 32 


throw it away after one use. 


Black India Jnk. 

a. Dries rapidly. Always test 
on separate sheet of paper. 

b. Never use blotter. 


shee 


Ruling pen. 
a. Used to draw lines of various 
widths, the widths: betng regu- 
lated by the thumb screw on the 
side ofthe pen. Ihe thumb screw 
separates and brings together 
the two prongs of the pen. The 
closer the prongs, the finer the 
line. Leave ruling prongs sep- 
arated and cleaned when not in 
use. 
b. To fill pen: use quill filler 
or dropper provided in most bot- 
tles of drawing ink. (Put the 
ink between the two points of 
the pen from the stde.) 
1. Ink should fill pen tip to 
to a height of approxtmate- 
Ly one quarter of aninch. 
2. Too much ink may cause 
SMEATINE . 
3. Too little tnk may run out 
before a_ line 
ts completed. 


c. Neveruse rul- 
ing pen free- 
hand. 

1.Always rule 
with the gutd- 
ing edge of 
the T-Square, 
triangle, ru- 

Ler, 2tC% 

i d. Hold pen with 
blades parallel 
to guiding edge 
with handle as 
nearly upright 
as possible. If 


the pen is slanted the ink will flow 
too much from the side and not from 
the near-center of the pen points. 


e. Points of the pen must have 
equal pressure on the paper. 

f. Always check pen before each 
new line, to see tf the pen is 
adequately filled andif the tink 
is flowing freely. 


Imperfections in inked lines may be 
caused by the pen, ink, paper, or 
operator. Beginner’s faults: 


1. Ink on under side of pen. (runs 
over guide and smears). 

Pen not vertical to guide. (ink 
runs under). 

. Dirty pen. (ragged line). 

Too much ink. (smudge). 

. Not enough ink. (broken line). 


INN SP Ww NO 


Crooked line. (caused by having 
guide too high). 


RULING FOR PHOTO OFFSET 


1. Rule the form first in blue or a 
very hard lead pencil, (very light- 
ly). There will be less tendency for 
light, thin lines to photograph. 


2. Fill in the typed matter. 


3. Rule in India ink over the blue 
guide lines. After some practice, it 
may not be necessary to rule these 
guide lines. In that case, rule the 
entire form first and fill in typing 
afterwards. 


This same method may be used for 
ruling on duplimat, lithomat, or 
metal plates. There are special pen- 
cils available for ruling guide lines 
(water soluble), that will not re 
produce when the plate is run. Rule 
the final lineswith the correct fluid 
for the particular plate being pre- 
pared. 


RULING FOR STENCILS 


1. Rule the form on paper with ordi- 
nary pencil. 


2. Trace the form onto the stencil 
over a mimeoscope. 


3. Fill in typed matter. 


Guide slips intowet ink. (smears). 


CONDENSATION 


See horizontal and vertical spacing 


- Page 8. 
STATISTICAL WORK 


Condensation is frequently used for 
tables and columns of figures. The 
wide range of sizes and styles of 
numerals makes it possible not only 
to condense, but to achieve clear 
copy even with small type. Contrasts 
can be effected where emphasis will 
be needed (1.e., use of bold type 
for totals with thin type for the 
columns, italic type for emphasis, 
and so on). 


There are many methods of planning 
the layout for a statistical table. 
The first consideration in using any 
method is the size of the finished 
copy. In some cases, it will be nec- 
essary touse condensation (the smal- 
ler spacings, with smaller types) 
to make the rough copy material fit 
into the given area. 


1. Count the characters in the long- 
est line in each colum. 


2. Total them. 


3. Select the letter spacing which 
will accommodate this number of 
characters and will still allow 
appropriate space between columns. 
and for outside margins. 


4. Select the line spacing that will 
accommodate the number of lines to 
be typed. 


Check your layout plan by x’ing out 
(or tapping space bar) asample line 
before starting the final copy. 


Keep the space between columns as 
uniform as possible. There is usu- 
ally one column of descriptive 
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matter in every table. This may be 
set apart by allowing more space be- 
tween it and the following columns. 
Space must be allowed for top and 
bottom margins and headings. 


In order to make the table easy to 
read, do not condense any more than 
1s necessary. 


To set the tabulator stops for each 
column, bring alignment scale down 
over themaster sheet, select number 
at. which each column will begin, and 
set the tabulator stops in the back 
of the machine on those same numbers. 
Instructions for inserting tabulator 
stops are on page 20. 


STATE AND GEOGRAPHICAL DIVISIONS 
POPULATION OF CITIES AND TOWNS 


OVER UNDER 

PERCENT TOTAL 900, O00 100, OOO 

Ree LUT Sy ODOR) 545, 326 199, 503 
New England G15 198, 057 20,475 Pero 
Maine beily 28, 50935 ies ee Qid 
New Hampshire . 69 16,810 Se Pde 
Vermont 44 105 730 -- 918 
Massachusetts 5-43 83, 488 £0,479 1,420 
Rhode Island Ve 17,081 -— 967 
Connecticut 1. 68 40, 909 -- 749 
Middle Atlantic 206 0G 645, 704 pony 220 Oly too 
New York 13209 ole, 781 169, 059 18, 008 
New Jersey 4.41 107, 244 = oO, 006 


The above sample is typewritten (Standard Hlite). Ihe specimen 
below is the same table, Vari-typed with bold, thin and italic 
variations of type, and with small spacings for condensation. 


STATE AND GEOGRAPHICAL DIVISIONS 
POPULATION OF CITIES AND TOWNS 


PERCENT 
U. S. TOTAL 

New England 8.13 
Maine p es es 
New Hampshire 69 
Vermont 44 
Massachusetts O64 
Rhode Island sve 
Connecticut 1.68 
Middle Atlantic 96.52 
New York 13.09 
New Jersey AAI 


OVER UNDER 

TOTAL 500, 000 100, 000 
2,435 5307 345,326 199,503 
198,057 25,475 7,173 
16, 810 ee 1, 108 
10, 730 ies 918 
83, 488 20,475 1,420 
17,581 ee 967 
40, 909 aed 749 
645,704 2325993 374758 
518, 781 169, 059 18, 008 
107, 244 sei 5, 006 
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DUPLICATING PROCESSES 


Vari-Typer work is soclosely allied 
with duplicating processes, that it 
1s necessary to know the fundamental 
principles of each process to prop- 
erly prepare the master copy. 


In the following pages each process 
1s described briefly. The complete 
directions for setting up the master 
sheets for each 
process will be 
outlined indetail. 


PHOTO 
OFFSET 


Offset printing is 
an outgrowth of 
lithography. The 
primary basis of 
offset, or printing 
1s the attraction 
of grease _ for 
grease, and the 
antipathy of the 
grease for water. 
A grease image 1s 
placed on a plate 
which is put around 
a cylinder. There 
are three sets of rollers which come 
into contact with this cylinder; the 
first set 1s the water rollers, the 
second, ink. When the water rollers 
come in contact with the cylinder, 
they moisten the entire surface of 
the plate, but the greasy image re- 
pels the water. Next, when the ink 
rollers come into contact with the 
plate, the ink sticks to the image, 
but is repelled by the remainder of 
the plate which has been wet by the 
water rollers. 
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The plate then comes in contact with 
a rubber blanket, towhich the inked 
image transfers itself. The rubber 
blanket in turn comes in contact 
with the impression paper and trans- 
ers the image. 


The term ‘offset’ originated from the 
fact that the image is transferred, 
or offset, fromthe 
plate to blanket 
to paper and does 
not directly trans- 
fer from plate to 
the paper. 

PLATE CYLINDER 

The image on the 
plate is positive 
(is read from left 
to right in the 
usual manner); but 
when it is trans- 
ferred to the rub- 
ber blanket it is 
negative (reversed) 
and becomes posi- 
tive again whenit 
is transferred to 
the blank sheets 
of paper. 


OFFSET CYLINDER 


RUBBER BLANKET 


The plate which is placed on the 
cylinder can be prepared in any of 
several different ways. It may be a 
photographic plate (made from the 
film negative) or it may be a plate 
on which the material is Vari-Typed 
directly. When the plate 1s made from 
a photographic negative, it 1scall- 
ed ‘photo-offset’. When the Vari-typ- 
ist types directly to the metal or 
paper plate, it is called a ‘direct 
plate offset. ’ 


For photo-offset work, the Vari-Typer 
operator types the master copy on 
paper. The master copy is photograph- 
ed and the negative placed over a 
sensitized metal plate. It is exposed 
to light which ‘burns’ the image 
(the part of the negative through 
which light can pass), into the sur- 
face of the plate. When the negative 
1s removed and developing ink is ap- 
plied totheentire plate, it clings 
only to the image or exposed parts 
of the plate, and the remainder is 
washed away. The plate is now ready 
for the offset press. 


PHOTO OFFSET 
COMPOSITION 


Copy, when it reaches the Vari-Typer 
operator is usually typewritten, 
handwritten, orprinted. Ifit should 
be printed and you wish to copy it 
as closely as possible, proceed as 
follows: 


1. Determine thenunber of characters 
per horizontal inch. The best way 
to do this is to count the number 
of characters in a two-inch horizon- 
tal space. Divide this by two to 
get the number of characters per 
horizontal inch. Do this in two dif- 
ferent places as the count will vary 
slightly. This will give the number 
of characters perinch you must have 
in the finished copy. 


2. Measure the copy you wish to re- 
produce for the number of vertical 
lines per inch. Again, the best way 
to do this 1s to compute, in a two- 
inch space, vertically, the number 
of lines from the bottom of one line 
mearest the end of the two-inch area. 
Practice both these steps until you 
can estimate accurately the required 


horizontal and vertical spacing of 
any glven copy. 


3. Study the styles of types used 
in the original copy. Briefly, they 
will fall into one of two groups, 
the Print types, ana the Gothic 
types. Using the type book and chart 
(Page 45) for reference, select the 
types which will match as nearly as 
possible, the styles and sizes used 
on the original copy. 


4. Having determined the horizontal 
and vertical spacing, and types to 
be used, 1t 1s now necessary to de- 
cide how the Vari-Typer may be best 
employed. As you know, the Vari-Typer 
horizontal spacings are 10, 12, 14, 
and 16 characters per horizontal 
inch. The vertical spacings are 9, 
6, 41/2, 33/5, and 3 lines per nek: 
Now, the required spacing, as 
found in the first step, is 16 char- 
acters to the horizontal inch, and 
the vertical spacing is, let us say 
6 or 9 lines per vertical inch, the 
job can be composed ACTUAL SIZE. If 
such is the case, proceed in the 
following manner: 


a. Clean the types to be used with 
a brush and alcohol. Also clean 
the rollers with alcohol, and 
clean off with ribbon shield with 
a clean cloth. 


b. For the best results, use the No. 
1200 or 3000 carbon paper ribbon. 


c. Use Vari-Typer Composition paper, 
a No. 2 white ledger (20 lb.), a 
dull coated stock, or American 
Opaque for best results, without 
a backing sheet. Vari-type on the 
side through which the watermark 
of the paper may be read. 


d. Vari-type the copy, making sure 
that you are getting sharp, com- 
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plete characters. (In the case 
of ruled forms, it is advisable 
to rule up the form first, using 
a standard ruling pen and India 
ink - page 54). Always bear in 
mind the fact that the final copy 
can be only as good as the master 
copy you prepare.) 


e. Corrections - Never erase to make 
a correction on the master copy. 
Type or redraw the error, and 
paste the correction over the in 
correct portion, using guide lines 
and a T-Square and triangle to 
insure perfect alignment. Use a 
single edge razor blade for cut- 
ting ‘strip-ins’ to insure a 
straight, clean edge. 


Use Chinese White to paint out 
any part tobe deleted. Never use 
glue to paste up the master copy; 
you may want to remove the item. 
Use rubber cement or a good sub- 
stitute. (Avoid "stripping- in! 
a single word-use two words, or 
a part of a line; or the entire 
Line; itis easier tohandle until 
you become practiced.) Pasting 
up, or stripping in is not con- 
fned to words or lines. Whole 
sections of the copy, paragraphs, 
headings, any part of the copy 
in any proportion can be retyped 
or redrawn, and pasted in. When 
pasting gerkections-on-the master 
copy, protect all parts of the 
page with a clean sheet of paper, 
except the part on which you are 
working. 


If the copy is typewritten (Elite or 
Pica) you may want to condense the 
material. 


1. Figure the type density (hori- 
zontal and vertical spacing - char- 
acters per square inch. ) 


2. Choose smallerspacings according 
to the amount of condensation that 
1s desired. 


3. Select the types most suitable 
to the application (type chart and 
type book). 


4. Type rough copy, if final copy is 
to be justified. 


9. If narrow colums are being com 
posed, the automatic method of justi- 
fication may be used. The final copy 
is then cut out and pasted to the 
master sheet. Ifmanual justification 
or the dial pointer method of justi- 
fication is used, the operator can 
type the final copy directly on the 
master sheet. 


6. Corrections for photo-offset are 
done in the same manner regardless 
of other variations. 


If the copy is handwritten, a rough 
copy usually is typed to estimate 
the amount of space needed to help 
in the type selection. 


The No. 3000 carbon paper ribbon is 
recommended for photo offset work. It 
is a harder carbon and gives clear, 
sharp copy. 


If an illustration of any kind is 
to be used paste it on or indicate 
its position on the master copy in 
the space provided. Best results are 
obtained from ‘glossy’ prints; how- 
ever, almost any illustration, if 
it is clear and sharp, will prove to 
be satisfactory. 


Be sure to attach the illustration 
to the master sheet and cross ref- 
erence them to clearly indicate to 
the photographer their position. 
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STENALITH 


Stenalith is the commercial name for 
a type of stencil that is used as 
the negative in making photo-offset 
plates. 


The Vari-Typer operator types the 
Stenalith in exactly the same man- 
ner as a regular stencil (Page 67). 
Corrections are also made in the 
same manner with a special correc- 
tion fluid. 


The Stenalith is placed over asen- 
sitized plate and exposed to light, 
The openings in the Stenalith (the 
typed image) permit exposure just 
as the photographic negative allow 
ed the light to pass through. The 
rest of the procedure is identical 
to the preparation of an offset plate, 


(Page 54). 


The use of the Stenalith eliminates 
taking a picture of the master and 
making a negative; (the Stenalith 
is the negative), consequently the 
total cost of the plate making is 
considerably reduced. 


REDUCTION 


It 1s sometimes necessary to prepare 
the photo offset master copy larger 
than the final copy will be and have 
it ‘reduced’ photographically. The 
belief that photographic reduction 
sharpens copy, is a common fallacy. 
It may intensify thecolor, give the 
appearance of blacker copy, but it 
does not actually sharpen the edges 
of the characters. 


There is such a wide variety of 
sizes and styles of Vari-Typer types, 
that 1t 1s practically never neces- 
sary to use reduction to achieve a 
specific type size. Reduction can be 
used for one of the following rea- 
sons: 


1. To prepare a master sheet on 
which an illustration is larger 
than the desired finished size; 
type the written master in pro- 
portion to the illustration. The 
camera will then reduce the en- 
tire page to the designated fin- 
ished size. 


2. To prepare a master sheet intend- 
ed to simulate apreviously print- 
ed page. It may be necessary to 
photographically reduce the copy 
to bring the type style and spac- 
ings down to the exact size of 
the printed page. It is possible 
in this case to type the copy 
finished size and have only the 
illustrations reduced. This nec- 
essitates ‘stripping in’ the re- 
duced illustrations on the photo- 
graphic negative. 


3. When a greater depth of color 
(blackness) is desired, reduction 
tends to give the characters the 
appearance of greater density. 


TYPE SELECTION 
| FOR 
REDUCTION 


In selecting types for work that 
will be reduced, choose only styles 
that have large, open characters. 
The following types are recommended 
for reduction: 


23B 315-12 

96 320-12 

97 Bold 321 

145 345-12 
229 350 ¥5-#6 
250 (8,9,10) 434 

292 43 4-14-10 
295 


310-12 (Thisis one of thebest types 
for photographic reduction). 
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COMPUTING 


In order to determine the dimen- 
sions of a master sheet, follow the 
steps outlined below: 


METHOD A 


1. Decide upon the boundaries of the 
printed page as it is to appear in 
final form. (Lhe sizeof the page minus 
margins - that is, the actual area 
that the typing will occupy). 


FXAMPLE: Final sheet - 8% x 11 
Margins - 1] in. each side 
1 in. top edge 
1% in. bottom 
TYPING AREA - 64x 10% in. 


2. Draw a rectangle the same size 
as the actual typing area you have 
just figured. 


3. Draw a diagonal ruled line from 
the lower left hand corner through 
the upper right hand corner. 


4. Select any point on the diagonal 
line outside thedrawn rectangle (ac- 
cording to the approximate amount 
of reduction desired). Draw lines 
from this point parallel tothe lines 
of the original rectangle. 


Specify tothe photographer that you 
wish the master sheet to be reduced 
to the desired size (the original 
typing area that you computed). 


If an exact % of reduction must be 
computed, draw the rectangle as de- 
scribed above, compute the exact 
measurement (Method B), and measure 
out the exact desired size. 


5. Measure the larger rectangle. It 
is the exact size that your master 
sheet (typing area) will be. 


PHOTOGRAPHIC 


REDUCTIONS 


METHOD B 


If you know the amount of reduction 
desired, compute the size of the 
master sheet with one of the follow- 
ing formulas: 


I. Increase the width of the final 
typing area using thepercentages in 
the following scale: 


For a reduction of: 
(%) 50% - add the total size of final 
copy to typing area size. 
(Double the final copy 


measurements). 
(1/3) 33 1/3% - add % size of copy 


(1/4) 25% - add 1/3 
(1/5) 20% - add 1/4 
(1/10)10% - add 1/9 
EXAMPLE: 


Final copy typing area - 6 x 8 
50% reduction desired - 
(final copy size doubled) 
Master sheet - 12 x 16 


33 1/3% reduction - add 1/2 
1/2 x 6 equals 3 
6 plus 3 equals 9 
1/2 x 8 equals 4 
8 plus 4 equals 12 
Master sheet - 9 x 12 


25% reduction - add 1/3 
1/3 x 6 equals 2 
6 plus 2 equals 8 
1/3 x 8 equals 2 2/3 
8 plus 2 2/3 equals 10 2/3 
Master sheet - 8 x 10 2/3 


This computation can be simplified 
by drawing a rectangle, as described 
previously, and computing only one 
of the measurements. Extend the com 
puted line as far as the final meas- 
urement. Draw perpendicular lines 
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25% reduction desired - 

Finished copy size to be 3 x 4 inches 

For 25% reduction (Method B) add 1/3 of final copy size 
to the final size itself. Choose the 
measurement which divides the most 
easily by 1/3 - 1/3 x 3 equals ]inch 
Extend the 3 inch side of the rec- 
tangle 1 inch. Draw perpendicular 
lines tomeet the diagonal line from 
this point. 


eX 


from that point extending to the di- 
agonal line, and measure the larger 
rectangle. 


II. Another method of computing re- 
ductions is to subtract the amount 
of the reduction desired from one 
(1.00), and divide the measurements 
of the final typing area by the re- 
mainder. 


EXAMPLE: Final typing area - 6 x 8 
20% reduction desired 


1.00 
-. 20 
. 80 


6 divided by .80 equals 7% 


8 divided by .80 equals 10 
Master sheet - 7% x 10 


When only the illustrations need to 
be reduced, the master sheet may be 
typed final size and theillustrations 
themselves computed. 


For instance, this manual was typed 
the exact size that it is now. All 
of the illustrations were much larger 
and had to be reduced to the size 
that you see them. The first illus- 
tration on page 6 was 4% x 8 inches 
in its original size. A rectangle 
was drawn 4% x 8, a diagonal line 
extended from the lower left hand 
corner to the upper right hand cor- 
ner. Because the typing area of page 
6 was to be 5 1/8 inches wide, the 
picture was reduced to that width. 


5 1/8 inches was measured along the 
8 inch side of the rectangle and a 
perpendicular line drawn to the di- 


agonal line from that point. The other 
dimension didnot have tobe computed 
because it was the other perpendi- 
cular line, and only had to be meas- 
ured. It measured 3 1/16. 


It ts necessary tocompute reductions 
on both of the measurements of the 
typing area toinsure a proportionate 
reductton both vertically and hori- 
zontally. 


Choose one of the three described 
methods that is easiest for you, or 
that best suits your particular kind 
of work. 


EXAMPLE: An illustration is 24 x 3 
inches and has tobe fit into a space 
1% inches wide. Draw rectangle, meas- 
ure 1% inches and draw a perpendi- 
cular line tomeet the diagonal line. 
This line measures 2 inches. The 
picture will be reduced to 1% x 2 

inches. Draw a rectangle this size 
on your master sheet where you wish 
the photograph to be placed. 


Seana 5/7 fi 


GO 
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DIRECT 


Vari-typing directly to the plate 
is called direct plate offset. This 
plate isused on an ‘offset press’ in 
exactly the same manner as a photo- 
graphically prepared offset plate. 
The image is placed on the plate di- 
rectly instead of through a negative 
to asensitized plate. Offset presses 
sold for office use include such ma- 
chines as Multilith, Multigraph Dup- 
licator, Davidson Dual Duplicator, 
and Webendorfer. 


Line drawings, ruled forms, and 1l- 
lustrations can be made directly to 
both paper and aluminum plates with 
the proper fluids and pencils. Should 
half-tone illustrations be desired, 
then the photographic method of pre- 
paring a plate must be used. 


METAL PLATES 


There are aluminum plates made for 
use with the Vari-Typer for typing 
work that needs to be sharp, clear, 
and uniform. Metal plates will give 
longer runs than paper plates. The 
standard #1200 Vari-Typer carbon 
paper ribbon is recommended for Var1- 
typing on metal plates of any kind. 


DUPLIMAT 


The standard Duplimat is used in the 
Vari-Typer. The ¥450 cloth ribbon 
is recommended for typing on Dupli- 
mat plates. 


LITHOMAT 


The standard Lithomat is used in 
the Vari-Typer. Either the number 
1200, 3000, or 2252 carbon paper 
ribbons may be used. The operating 
instructions arethe same for metal 


PLATE 


OFFSET 


- plates, lithomats, and duplimats. 


Preparation of Vari-Typer for plate 
work: 


1. Clean ribbon shield. 

2. Place proper ribbon on machine. 

3. Clean feed rolls and basket. 

4. Clean alignment bars. 

5. Clean types. 

6. Insert plate and wooden roller. 

7. Set machine at desired vertical 
spacing, horizontal spacing, and 
impression. (Impression is of 
particular importance in typing 
plates. Always consult the chart, 
page 46, for the recommended 4m— 
pression and repeat strokes for 
every type used.) 


Inserting the plate. 

Open the ‘jaws’ of the split wooden 
roller and insert the plate or mat 
well toward the left side of the 
roller (On the metal plates there 
is a white backing sheet attached 
on one end. This attached edge is 
the one tobe inserted in the wooden 
roller). Close the wooden roller and 
clamp it securely. Open the feed 
rolls of the Vari-Typer and insert 
the wooden roller into the basket, 
guiding the rolled plate with the 
left hand. Adjust the paper guides 
to hold the plate upright (see that 
the clamp which locks the split 
roller extends far enough beyond the 
right end of the carriage so that 
it may be easily opened and closed); 
roll the split roller so that the 
writing surface is next to the roll 
er and doesnot come in contact with 
the basket. The object is to get 
the plate rolled loosely around the 
split stick while it is being fed 
into the basket. Avoid rolling the 
plate too tightly. There should be 
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a minimum of tension on the plate 
when 1t is down as far as it will 
go, ready for typing. 


Check the alignment of the plate 
with the paper guide. Open the feed 
rolls of the Vari-Typer just enough 
to release the plate so that it can 
be straightened in the machine if 
it 1s found necessary to adjust it. 
Because the plate is rolled loosely 
in the basket it may bind when the 
line spacer is used. If this occurs 
turn the roller in the same direction 
as 1t was originally rolled so that 
the circumference of the plate will 
be lessened around the split roller. 
It 1s recommended that the feed roll 
knob rather than the line space lever 
be used forvertically feeding paper 
or metal plates. The purpose of 
the split roller isonly to wind the 
plate rather than have it double 
back and forth, which causes it to 
bend and crease. Some operators pre- 
fer to roll the plate or mat on the 
split roller first, then insert it 
into the machine. 


TYPING 


Typing on the metal or paper plate 
1s in all respects the same as ordi- 
nary composition. Use a suitable im- 
pression for each type, checking 
that the carbon or ink deposit is 
uniform (Type Chart - page 46). Type 
carefully. Avoid errors. If amis- 
take is to be corrected, fol low these 
directions carefully. Donot attempt 
to erase the complete character out- 
line (ghost) on a paper plate. All 
that 1s necessary 1s to remove the 
ink deposit. This should be done in 
three steps. 


1. Remove the major part of the ink. 
2. Clean your eraser. 


3. Clean the area of all remaining 
eraser shreds, ink, etc., remem 
bering that you need not remove 
the ‘ghost’. 


In retyping the correction, use the 
same impression as was used during 
the original typing. To make correc- 
tions on the metal plate, use a spun 
glass eraser, rub the letter with 
the grainof the plate, that is, the 
long way of the plate, rather than 
the narrow direction. 


It is just as easy to type directly 
to the metal or paper plate as it 
1s to type a stencil or to type on 
paper. In composing a two or three 
column page itis best totype across 
the three columns rather than com- 
plete the first column, then the se 
cond, and then the third. (his can 
be done only when the work is not 
justified. If the work is justified, 
complete each column separately and 
cover the completed work before re- 
rolling the plate and re-inserting 
into the machine to type the second 
column). When typing metal plates, 
avoid as much as possible the nec- 
essity for rolling the plate in and 
out of the carriage. The watchword 
for good results is "HAWDLE WITH 
CARE", The metal plate may be used 
on both sides by experts. For the 
best results, use only one side. 
When the impression on the metal 
plate is visibly deep (see reverse 
side after typing) smooth out the 
plate by rubbing over the embossed 
characters on the reverse side. This 
can be done by using a smooth object 
(a seam roller used by paper hangers 
is good) and rolling; be careful 
that the typed side is laid against 
a clean, smooth surface (a piece of 
plate steel or plate glass) as the 
plate is liable to become scratched. 


~66- 


NEVER "RUB OUT" EMBOSSING UNTIL 
PLATEX HAS BEEN USED ON THEE SURFACE 
OF THE PLATE. 


Use the alignment scale to check 
several times per page, asthe plate 
is being typed. Check about every 
three or four inches and re-align 
plate slightly if necessary. Make 
changes in alignment only at para- 


STENCIL 


Stencil duplicating is often refer- 
red to as ‘Mimeograph’ duplicating, 
Mimeograph is the tradename for the 
duplicating equipment manufactured 
and sold by the A.B. Dick Co. Mimeo- 
graph has come to mean all forms of 
stencil duplicating to the average 
layman, because the A.B. Dick Co. 
was the originator of the present 
method of stencil reproduction. How- 
ever, there are other stencil dupli- 
cators on the market, namely Niagara, 
Marr Duplicator, etc. 


Although there are a great many 
stencils of various types made by 
diflerent manufacturers, they are all 
typed and corrections made in exact- 
ly the same manner. A stencil is a 
sheet of non-porous material. After 
it has been perforated (typed) it 
permits ink to flow through it. The 
stencil is placed around acylinder. 
As the cylinder revolves and comes 
in contact with the paper, ink is 
allowed to pass through the perfora 
tions in the stencil, thus leaving 
an image on the paper. The principal 
factor in typing a stencil is to 
separate the fibres sufficiently to 
allow ink to pass through. As the 
proper impression 1s of the utmost 
importance 1n typing a good stencil, 
always consult the chart. You may 
have to deviate from the chart oc- 
-asionally due to machine impression. 


graph divisions. If there are no 
guide marks on the margins of the 
plate, place marks (with water sol- 
uble pencil) at frequent intervals 
to use in checking alignment. Use a 
T-Square to assure perfect alignment 
in placing the guide marks on both 
side margins of the plate. As you 
type, check the alignment more fre- 
quently if slippage occurs. 


DUPLICATING 


With the stencil light on, you should 
be able to read clearly the material 
you have typed. There should be no 
breaks in the characters. Be espe- 
cially careful to use enough repeat 
strokes on bold type headings, more 
than the chart indicates, if neces- 
sary. It is sometimes advisable to 
use an extra repeat stroke onN’s, 
M’s, and W’s, orother of the larger 
characters if they are not uniform. 


Preparation of Vari-lyper for sten- 
cil work - 

1. Remove the ribbon. (Do not remove 
the shield). 


2. Clean feed rolls with alcohol. 
3. Clean types with alcohol. 


4. Set machine at proper horizontal 
spacing, vertical spacing, andim 
pression. 


Preparation of stencil - 


1. Tear off stencil backing sheet 
along perforated line and clip 
the stencil to the Vari-Typer 
backing sheet at the top, using 
two paper clips. The Vari-Typer 
impression comes from the back; 
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therefore, substitution of the 
lighter weight backing sheet is 
recommended for sharp, clear re 
sults. 


2. Be sure the stencil and backing 
sheet are in alignment before in 
serting in the machine. Use of 
tissue cushion sheet is optional. 


3. Keep clips on the stencil until 
stencil is removed from the Vari- 
Typer. 


Inserting the stencil - 


1. Raise the paper scale and push 
the paper rack back to horizontal 
position. 


2. Open feed rolls and slide the 
stencil and backing sheet between 
the feed rolls from the right 
side. 


3. Bottom of the stencil should rest 
lightly on level floor of the 
paper basket. Now close the feed 
rolls. 


4. Lay stencil back against horizon- 
tal paper rack with palm of left 
hand resting lightly on the sten- 
cil, turn right-hand feed roll 
knob (pull out the Ratchet Re- 
lease pin). The left hand should 
prevent bulges which, when squeez- 
ed in the feed rolls, would re- 
sult in creases. 


5. Remove paper clips and adjust the 
stencil to remove bulges above 
the feed rolls. Replace paper 
clips. 


NOTE: Some operators prefer to roll 
the stencil into the form of a tube 
and tnsert the roll into the carri- 
tage. Others prefer touse the "Split 


Roller, that is recommended for 
plate work. 


Straightening Stencil - 


Line up the stencil with the paper 
scale on either of the horizontal 
lines at the top of the stencil. 


Note’ 


1. Clean the type plates frequently 
while typing stencils. | 


2. Check alignment of the stencil 
several times in typing down the 
page. This can be done by bring- 
ing thepaper scale down over the 
face of the stencil and aligning 
it with the numbers on each side 
of the stencil. If the alignment 
is not accurate, the feed rolls 
may be released and the stencil 
straightened. However, it is ad- 
visable that straightening be 
done only between paragraphs and 
mot between lines. 


LO MAKE CORRECTIONS - 


1. Roll the stencil up several lines, 
or clicks. 


2. Press back the paper rack. 


3. Follow instructions given on the 
correction fluid bottle, care- 
fully. Smooth down the correction, 
separate the stencil from the 
backing sheet, apply a light, 
thin, unifom coat - allow to dry 
a few seconds before typing in 
the correction. 


4. Return the stencil to correct 
line by use of the line guides 
and type over the word or letters 
to be corrected. (Use the same 
impression as the original typ- 
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ing - do not repeat unless the ort- 
pinal typing used repeat strokes). 
Your stencil light will show how 
clearly your correction has been 
made. 


IMPORTANT - 


1. After the stencil is removed from 
the Vari-Typer, clean the feed 
rolls with alcohol. 


2. Never leave stencil in the Vari- 
Typer for a longer period than 
1s necessary to complete typing 
the page. 


3. Use the proper impression that 
1s shown on the chart when Vari- 
typing stencils. Controlled im 
pression prevents ‘cutting-out’ 
of characters. 


STENCIL TIPS 


1. Always remove hard backing sheet 
and substitute Vari-Typer backing 
sheet. 


2. Use correction fluid sparingly. 


3. Use sharp type faces such as 232, 
27, I80L, 233, etc. 


4. Use bold types such as 229, 270 
for headings only. They must be 
used with the repeat key on sten- 
cils. Use the chart. 


5. On any correction, (a phrase or 
word) separate the stencil from 
the backing sheet after or before 
applying fluid This will prevent 
sticking. 


5. In composing a form, trace the 
lines from a pre-drawn form, or 
draw guide lines in heavy pencil 
on the backing sheet. When you 
turn the light on you can see the 
the lines through the stencil. 
This is an excellent guide. You 


may prefer to rule the lines di- 
rectly to the stencil before typ- 
ing. Rule with a stylus over a 
mimeoscope. 


7. Use the wooden roller when pla- 
cing a stencil horizontally in 
the machine. 


8. Clean types frequently using the 
brush and alcohol. Tapping the 
face of the type briskly with the 
brush bristles, removes the wax. 
It may benecessary to clean some 
types every few lines if they 
seem to pick up stencil wax more 
quickly than others. If some of 
the letters appear to be typing 
less clearly than others, clean 
the type more frequently. 


9. The backing sheet makes a clear 
proof reading sheet when the sten- 
cil is completed. 


Most correction fluids can be 
thinned with ordinary spirits of 
camphor. Always leave the lid 
tightly closed to prevent eva- 
poration. Clean the neck of the 
bottle occasionally, do not al- 
low deposits of dried fluid to 
collect; this applies to the 
brush also. 


10. 


LECTROETCH 


Lectroetch is a method of marking 
metal parts with identification num 
bers, etc. A specially treated sten- 
cil is typed, placed over the part 
to which the image will be transfer- 
red, and exposed to a combination 
of electricity and chemicals. The 
chemical will pass through the per- 
forations on the stencil (just as 
the ink did in stencil duplication ) 
and etch the image on the surface 
of the metal. Typing on Lectroetch 
stencils, is identical to typing on 
any other stencil. 
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HECTOGRAPH 


The basis of Hectograph, also known 
as Ditto duplicating, is a powerful 
aniline dye (hectograph ink) from 
which it is possible to obtain dup- 
licate copies. There are two methods 
of hectograph duplication, gelatin 
process and spirit process, having 
the principal difference of the print- 
ing medium used. 


GELATIN DUPLICATION 


The image is typed on the master 
sheet with aribbon containing hecto- 
graph ink. The master sheet is laid 
on a gelatin surface, pressed for 
a moment, and removed. The gelatin 
absorbs the ink, and when blank 
paper is pressed against it, the 
image is transferred. This is some- 
what similar to the offset principle 
because the image is in reverse in 
the gelatin and when transferred to 
the paper, is positive again as it 
was 1n the master sheet. 


Many colors of hectograph ink have 
been developed. However, it was ori- 
ginally nearly always purple, and the 
purple tone still is considered the 
identification mark of this type of 
duplicating. 


To type the master sheet, place the 
Hectograph fabric ribbon on thema- 
chine, and type the same as in ordi- 
nary composition. Corrections are 
made with a rubber eraser. 


SPIRIT DUPLICATION 


The spirit process is a direct trans- 
fer from master sheet toduplicating 
paper. The image is placed in re- 
verse on the back of the master by 
means of a sheet of hectograph car- 
bon paper. Place the carbon paper 
against the back of the sheet on 
which you are typing, (in reverse 
from the direction the carbon faces 
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DUPLICATING 
when carbon copies are being typed). 


The master sheet is placed on the 
cylinder of the duplicator. As the 
moistened duplicating paper comes 
in contact with themaster, it takes 
the print from the ‘reverse’ carbon 
image. 


To type the master sheet: 


1. Place hectograph carbon paper a- 
gainst master. 


2. Type as in other composition. 
Corrections: 


Erase error on reverse (carbon) side 
of the master sheet. (Expert opera- 
tors may sometimes use a razor blade 
to flake off the carbon deposit, fol- 
lowed by a rubber eraser. 


There is a Vari-Typer Econo-Master 
available with carbon sheets attached 
for use in preparing spirit duplica- 
tor master copies. 


RIBBON ATTACHMENT 


There is a special attachment for 
Vari-Typer which eliminates the need 
for sheets of carbon paper. A carbon 
ribbon mechanism is placed on the 
back of the machine. It feeds the 
ribbon through one character at a 
time (just as the ribbon mechanism 
does on the front of the machine), 
and places the image in reverse on 
the back of the master sheet. There 
isno shield through which to thread 
the ribbon; instead there are two 
small knobs which hold the ribbon 
up between the hammer and the paper. 
Be sure touse the hectograph carbon 
paper ribbon. This attachment will 
not be found on the automatic justi- 
fier model. 


ENGINEERING 


Typing on tracing cloth or paper is 
essentially the same as typing on 
any other medium. The insertion of 
tracings into the machine and the 
ribbons used, are the basic differ- 
ences between this application and 
others. 


A tracing 1s usually a technical 
drawing with some lettering, numer- 
als, etc., which may be Vari-typed 
instead of hand-lettered. Tracing 
cloth and paper are specially pre- 
pared for blueprint reproduction. 
The essential qualities of typing 
for good blueprint duplicating are 
dense, opaque copy and uniform im 
pression. Engineering type styles 
have been designed to accommodate 
any size desired up to 14 point. 


The basis of blueprint reproduction 
is the chemical reaction of sensi- 
tized paper to light. The image to 
be reproduced is placed on trans- 
parent cloth or paper (the tracing) 
and then laid on sensitized paper 
and exposed to light. The rays of 
light turn the exposed portion of 
the paper blue, while the unexposed 
portion which has been shielded by 
the image on the tracing, remains 
white. 


If characters show fuzziness in Vari- 
typing on tracing cloth or any 
glossy surface, lock up the retrac- 
tible shield frame (Page 17) with 
the lever provided to prevent its 
moving. This frame is also useful 
in preventing smudges on plate work. 


RECOMMENDED TYPES FOR TRACING 
CLOTH AND TRACING PAPER 


434-14 292 345 (8-10-12) 
229 180LB Z95 
270 276 97 Bold 
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TYPING OTHER THAN FOR DUPLICATING PURPOSES 


CARBON COPIES 


Vari-typing 1s sometimes used for 
carbon copy work. It is recommended 
that notmore than five copies at one 
time be typed. Select clear, sharp 
styles of type, and always use thin 
paper for all the copies except for 
the original. 


It will eliminate the ribbon shield 
marks on the 4th and Sth copies if 
an extra sheet of thin paper is 
placed behind the last copy as a 
eushion. (Ribbon shield marks are 
lines around each character caused 
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by the edge of the window in the 
ribbon shield frame). 


CORRESPONDENCE 


The wide variety of Vari-Typer type 
styles makes it possible to prepare 
distinctive andunusual letters. Spe- 
cial types for particular parts of 
letters addagreat deal of interest 
and emphasis. 


Use amedium inked fabric ribbon for 
all Vari-typed work that is not for 
reproduction purposes. This ribbon 
is listed in the ribbon chart. 


TERMS - DEFINITIONS 


FamiJiarize yourself with the following terms. You will find that they come 
up very frequently in the course of your daily work. | 


BACKING SHEET, METAL PLATE: A sheet of paper attached to the lower edge of 
a metal plate to reduce embossing. 

BACKING SHEET, STENCIL: A specially prepared paper used toreplace the stiff 
commercial backing attached to the stencil. 

BLUEPRINT: A contact print, white on a blue background. 

BODY TYPE, BODY COPY: Type used for the main portion of a page. 

BOLD FACE: A heavy type usually used in contrast to a light face type. 

CARBON BACKING: A carbon sheet placed at back of master toprovide an opaque 
image on tracings and a carbon image on hectograph masters. 

CHINESE WHITE: A white paste used to remove unwanted marks on photo offset 
master sheets. 

CLICKS: The noise one hears when turning the carriage knob. 18 clicks e- 
quals 1] inch. 

COLLATING: Placing sheets in proper rotation. 

COMPOSITION: Plan or design of a page including the typing. 

DENOMINATOR: The lower half of a fraction. 

DIRECT OFFSET: Typing or drawing directly on an offset plate. 

ELECTROTYPE: Printing plate made by depositing copper in a wax mold. 

ELITE: The standard typewriter type style. Approximately 9 point written 
at 12 characters to the inch. 

EM: Printing measurement. The square of a body of type. 

EMBOSS: To raise a surface by pressure on reverse side. 

EN: One-half of an Em. 

FACE: The style of characters on a type font, e.g: typewriter face, print 
face, etc. 

FINAL COPY: The completed copy, whether on stencil, paper plate, or master 
copy to be photographed for offset. 

FORMAT: Plan or design of a page. 

FOTO-TYPE: Paper types in various sizes and styles used for display heads 
in photo-offset. Eliminates need for type setting heads. 

GALLEY: (Galley Width) In printing, a column width. Actually a 3 sided pan 
to hold type in correct colum width. 

GOTHIC: A name given to type face usually squared in outline and devoid of 
seri fs. 

HALF-TONE: A photograph in relief usually etched on copper or zinc. Also 
the printed impression made from such a plate. 

HECTOGRAPH: (Hektographic) A method of reproduction through chemical prop- 
erties of ink or carbon; usually purple. 

HECTOGRAPH, CARBON SHEET: A specially prepared sheet of carbon used to back 
up a master sheet in the spirit process of hectograph duplicating. 

HECTOGRAPH MASTER PAPER: A smooth paper which may be used in either hecto- 
graph process. 

HORIZONTAL SPACING: Characters per inch - letter spacing. | 

IDLER: The smaller of the two gears on the carbon feed mechanism. These 
gears pull the carbon paper ribbon through the machine. 
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INDENTATION: The space allowed in the first sentence of a paragraph or page. 

JUSTIFICATION: (Justified Margin) Even right margin. 

LAYOUT: Plan, or design of a page. 

LEADERS: Dots or dashes to lead the eye from one point to another. 

LECTROETCH: An electrolytic stencil etching process, whereby a stencil is 
prepared by operator, placed on a metal plate, and image is etched in 
the plate by a combination of electricity and chemistry. 

LETTERPRESS: Printing from a raised surface. 

LETTERSPACING: Putting extra space between letters. Striking space bar aft- 

. er each character is typed. 

LIGATURES: Two characters joined in one body or key, such as fi, fl, and ff. 

LIGHT FACE: A thin, sharp style of type. 

LINOTYPE: A typesetting machine. 

LITHOGRAPHY: Printing from a plane surface from greasy image on moistened 
background. 

LOWER CASE: Small letters of any type font. 

MASKING TAPE: Tape with a corrugated backing used by draftsmen in holding 
tracings inplace, and by Varitypists in holding master copies in place 
while ruling lines. 

MASTER COPY: The original copy. The basis for the reproduced copies. 

MAT: A paper, specially treated to receive a typed or drawn image for re- 
production by offset. Also known as a paper plate. 

MATRIX: Copper shell from which a Vari-Typer type is cast. 

MIMEOSCOPE: A sheet of glass held in a metal frame and having a light un- 
derneath. It is used for ruling and proofreading stencils. 

NEGATIVE: Having lights and darks inreverse order to those of the original. 

NUMERATOR: The upper half of a fraction. 

OFFSET PRINTING: Printing from a plane surface to rubber blanket to paper. 

OPAQUING: Covering up extraneous marks - usually on a negative. 

PASTE-UP: Correction for photo-offset master copy made by typing on separate 
sheet, cutting out, and pasting over error on the master. 

PHOTO-OFFSET: A duplicating process in which a photographic negative is 
used to place the image on a sensitized plate which is then used in 
offset printing. 

PICA: 1/6 of an inch, or 12 points. On typewriter at 10 characters to the 
inch. 

PICK-UP: A small ball of dried rubber cement used in removing excess rubber 
cement from paste-ups in the photo-offset process. 

PLATE, DUPLEX: A thin aluminum plate specially designed to receive a typed 
or drawn image for reproduction by offset. 

PLATE, MULTEX: A zinc plate for use in the photo-offset process. 

PLATE, PAPER: A paper plate on which copy can be typed directly for repro- 
duction by offset. 

POINT: A unit of type measurement. .0138 if an inch(1/72 of an inch). Vari- 
Typer point sizes range from 6-18. 

POUNCE: A coarse powder used to absorb ink, usually on tracing cloth. 

QUIRE: Measurement of sheets of paper, 24sheets. Printer’s quire-25 sheets. 

REAM: 500 sheets of paper. 

REPRODUCTION: The process of making many copies from one master copy. 

ROMAN: A type with serifs and sometimes with lines of varying thickness. 
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ROUGH COPY: (Dummy page) Rough outline fromwhich final master sheet is copied. 

RULING PEN: A special pen for ruling lines onoffset master copies. This pen 
has two points controlled by a thumbscrew, enabling the operator to 
obtain lines of various widths. 

ROTOGRAVURE: An intaglio (below surface) printing process. 

RUNNING TIME: Time spent in actual printing on duplicating equipment. 

SANS-SERIF: Having no serif. 

SCREEN: A ruled glass screen through which copy is photographed to provide 
a negative for making a half-tone plate. 

SERIF: The projections or pedestals at the end of characters on a type face. 

SLIP SHEETING: Insertion of paper or cardboard between sheets as ejected 
from stencil duplicator to absorb excess ink and prevent smearing. 

SOLIDUS: The diagonal dividing line between the numerator and denominator 
of a fraction. 

STANCHION: A wooden spool attached bymeans of ametal clamp toa metal stand 
to support the ends of long blueprints extending beyond the end of the 
machine. 

STENCIL: A non-porous sheet usually made of protein or cellulose impregnated 
with wax. 

STENCIL DUPLICATOR: A duplicating machine having a revolving cylinder for 
use 1n reproducing a stencil master copy. 

STENOLITH: A type of stencil which is used as the negative in preparing a 
plate for offset. 

STRIPPING IN: Pasting corrections in correct position on master copy. Also 
adding material to photographic negatives in photo-offset work. 

STYLUS: An instrument having a wire-loop, ball point, etc., used for ruling 
forms, drawings, writing etc. on a stencil. 

TEXT COPY: See body type or body copy. 

TRACING CLOTH: A specially prepared linen designed for tracing, drawing, or 

Vari-Typing for reproduction by blueprint or other contact methods. 

TRIANGLE: A plastic triangle used by draftsmen and Varitypists against the 

eedge of a T-square to produce vertical or uniformly slanting lines. 

T-SQUARE: A T-shaped, precision ruler used tosquare copy or edges of paper 
with the edge of a drawing board. 

TYPESET: Composing copy by setting type by hand or mechanically. 

TYPOGRAPHIC DENSITY: Number of characters per inch horizontally multiplied 
by number of lines per inch vertically, equals typographic density of 
characters per square inch. 

TYPOGRAPHY: Art of selecting and arranging type. 

UPPER CASE: Capital letters of any type font. 

VELLUM: A type of paper, resembling parchment, used for tracings. 

VERTICAL SPACING: Lines per inch - line spacing. 

VINCULUM: The horizontal line between the numerator and denominator of a 
fraction. 

WHITING OUT: Application of Chinese White to obliterate marks ona master. 
Usually used in connection with photo-offset masters. 
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SUPPLEMENT 
VARI-TYPER STREAMLINED MODEL 


Basically the operation of the new streamlined VARI-TYPER remains 
the same. In fact, most of the changes are in the construction of the 
new machine and effect the operation very little. These changes in con- 


struction have been made to improve its appearance and enable VARI-TYPER 
to do a better job! 


TYPE CHANGE KEY 


To release type change key, push the 
nickel lever towards machine. (See page 
6, figure 4, for further instructions. ) 


HORIZONTAL SPACING 


On Gace Streamiined Model, horizontal control 
lever will be found at right side of base. There 
is no change in operation of this lever. 


IMPRESSION CONTROL 


The impression control lever will 
be found at left side of base on the 
Streamlined Models. There are four im- 
pressions.1, 2 & 3 correspond with the 
instructions on page 12. Impression 4 
supplies a fourthand heavier impression 
where additional density is desired. 
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RIBBON INSERTION 


FABRIC RIBBON 


To insert fabric ribbon on Streamlined Model, remove top cover. 
Simply grasp cover firmly with both hands and lift. Cover will raise 
easily. (Tear carbon ribbon before removing cover.) Remove the carbon 
ribbon attachment from right spool. This attachment will lift up if 
grasped by center core. Place fabric ribbon on left hand spool and 
thread through holder (A) around nickel spool, past left ribbon cup 
through cloth ribbon shield (for instructions on threading through 
shield see figure 15, page 14). Ribbon immerges on right side of shield 
and then comes down past right ribbon cup around right nickel spool 
through guide (B) and hooks on empty ribbon spool, which rests on post 
in right ribbon cup. 


CARBON RIBBON 


Move carriage to extreme right. Carbon ribbon mechanism will be 
found at left side of machine, under top cover (C). To remove carbon 
ribbon holder move it forward and up. This will remove entire holder. 
Place new carbon ribbon ‘in holder allowing free end to extend beyond 
holder. Depress cap on ribbon guide (D). Thread ribbon, carbon side 
out, around guide and release cap. Thread ribbon through slots in 
left ribbon cup and around ribbon roller (E). Bring ribbon forward 
and thread through carbon ribbon shield. (For instructions on threading 
carbon ribbon shield, see page 14.) Draw ribbon through right side 
of shield, past roller (F) and then open carbon ribbon knurled roller 
by pressing forward on spring clip (G), release clip and allow ribbon 
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to move forward to end of chute. Tear ribbon at this point. Replace 
top cover and turn ribbon reverse knob, to insure ribbon passing through 
opening in top cover. Note: Ribbon reverse knob must be pulled out to 
operate carbon ribbon mechanism. Special markings are placed on the 
last ten feet of Vari-Typer ribbon to warn operator of imminent replace- 
ment of carbon paper ribbon. 


RIBBON REVERSE KNOB 


The ribbon reverse knob on the 
Streamlined Model will be found at 
right side of base, in back of horizon- 
tal spacing lever. 


CAPITALS AND FIGURES 


The Streamlined Model has sure-lock 
capital and figure shifts.To lock press down 
capital or figure key and bring nickel lock 
towards you. To release simply push nickel 


lock back. 
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LIGATURES 


‘5 igatures arecharacters consist- 

ing of twoormore letters which 
are united - such as ff, fi, or fh. 
The purpose of these combined let- 

ters is to eliminate unnecessary 
white space, or gaps, that would 
otherwise appear between letter 
combinations where one or both let- 
ters do not occupy the complete 
letter space. 


In typesetting, the use of these 
ligatures is an old and accepted 
practice. We read 
daily in magazines 
and newspapers, 
printed material 
which is composed 
with ligatures - 
yet they are not 
noticeable; where- 
in lies the very 
reason for their 
use. Their function 
‘is to accelerate 
the flow of rapid 
reading by eliminating the breaks 
which would catch the eye instead 
of permitting it to pass quickly 
from one word to the next. Note 
the difference inthe following two 
examples: 


‘The first of these sentences does 
~not afford an easy flow.’ 


‘The first of these sentences does 
not afford an easy flow.’ 


The same principle applies to all 
Vari-Typer composition that is to 
simulate printing. Many of the 
recent Vari-Typer types are pro- 
vided with the three ligatures 


Type 380-10, the Bodoni Book, 
was used for the text of this 
manual. Ligatures were employed 
inall of the body copy and in 
the specimens where a ligature 
type was selected. The manual 
was prepared with 3000 carbon 
ribbon, and duplicated by the 
offset method. Foto-type was 
used for the chapter headings. 


which occur most frequently - fl, ff, 
and fi. These characters are found 
on the ‘s’ key (fl), ‘v’ key (f), 
and ‘z’ key (fi), and are obtained 
by using the figure shift key. They 
replace the #, £, and @ symbols 
which are the least used symbols 
of the standard keyboard. This ar- 
rangement makes typing with the 
ligatures easier because all three 
are located inthe lower left side 
of the keyboard. The operator must 
exercise care instriking theshift 
key for these syn- 
bols, making sure 
that itis pressed 
to the ‘bottom’ of 
the stroke. This 
will insurebetter 
alignment of the 
symbol with the 
other letters of 
the word. The same 
care should be ex- 
ercised any time 
with theshift key. 
The following Vari-Typer type series 
(all sizes ineach series) contain 
the three ligatures: 


NO. STYLE 

300 Cas lon 

310 Litho Book 

315 Litho Book Italic 
360 Litho News 

380 Bodont Book 

385 Bodoni Italic 


Note that these types are print 
styles -the ones most popular for 
simulating printing. Ligatures im- 
prove the ‘readapility’ aswell as 
the ‘quality’ of your composition, 


ARNE 


